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SPEED 
PAPERWORK! 


Cut Duplicating 
Costs with 


XEROGRAPHY 


Copy subjects 
like these 
onto masters 
for 
duplicating 
by these processes: 





OFFSET ¢e SPIRIT «¢ DIAZO 


New developments in xerography make it the one, all-purpose, fast and 
economical process for copying onto different types of masters for dupli- 
cating ... Now you can copy subjects like those shown above onto offset 
paper masters, pre-sensitized positive working metal masters, spirit (01 
other fluid-type masters ) , translucent masters, by this versatile, photo-exact, 
dry, electrostatic process. Original copy can be reduced, enlarged or made 
same size with XeroX® copying equipment. Masters can be made from 
opaque originals or from copy on both sides. 


WRIT for ‘proof of performance” folders showing how xerography is saving time 
and thousands of dollars for companies of all kinds, large and small 
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We didn't dare run this ad 





for five months... because 


you swamped us with 
your orders! 


But we're out from under now — and the all 
new time and money saving Thomas Colla- 
tors are being made faster than ever before . 


You first saw the new line of Thomas 
Collators in a series of ads (like the 
one at right) which broke last Septem- 
ber. Your response? Well in six weeks 
over 2,000 of you asked for more 
information . . . and the orders that 
resulted just bowled over our normal 


production capacity! 


Our plant added manpower and ex- 
panded to its maximum operation. 


This gave us our second wind and we 
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were able to fill the initial demand in 
record time. What’s more, it geared 
us to help reduce costs, raise efficiency 
and perk up morale for more offices 


than at any other time in our past! 


Make sure you're not missing out on 
substantial savings (from 44 to 70% 
in actual time and money savings alone 
over other gathering methods!) Check 
and mail your coupon on the opposite 


page now! 
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with the 


Here’s exciting collating news! Now, as 
never before, you can cut those painfully 
high collating costs with the all new 
electric-powered or mechanically oper- 
ated Thomas Collator! 


And only the all new Thomas Collator 
offers all of these important operational 
and design features. There’s exclusive 
Speed Load Control that permits faster, 
easier stacking in bins . . . new Rotating 
Feed-Fingers for unparalleled efficiency 
. .. increased bin capacity and size . . . 3 
models, 6 sizes from new table-top to 
new tandem . . . beautiful modern styl- 


Now Cut Your Collating Costs by 70% 


all new THOMAS COLLATOR 





ing . . . and so many, many more im- 
portant built-in advantages! 


Whether you spend 2 or 200 hours a 
week collating sales bulletins, price lists, 
reports or any other duplicated material, 
there’s a specific model to fit your needs. 


Today find out how you can say a thank- 
ful “good riddance” to the time waste 
and confusion of old-fashioned collating 
methods. Fill out and mail coupon for 
your free copy of our colorfully illustrat- 
ed brochure that tells how to increase 
efficiency, perk up office morale and re- 
duce costs by as much as 70%. 


= 
¥ 
| i | 
Ditiesininac Thomas Collators Inc., Dept. B 
e 50 Church Street, N.Y.C.7,N.Y. J 
sl] ay °<6 q, a () FREE New Full Color Brochure 
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COORDINATION: 


HERMAN LIMBERG 


Senior Management Consultant, Office of the City Administrator, 
The City of New York. 


DMINISTRATION, generally de- 

fined as the execution of manage- 

ment policy, entails such basic 
functions as planning, direction, coordi- 
nation and control. Of these, coordina- 
tion is the most important because it is 
an essential factor of all administrative 
functions. It appears from recent case 
studies, however, that coordination sel- 
dom receives the attention its signifi- 
eance should command. 

Coordination connotes harmony, syn- 
chronization and teamwork. It has been 
characterized as “the frictionless mesh- 
ing of gears.’ Terry defines coordina- 
tion as “the smooth working together of 
the various activities which make up the 
total effort expended in achieving the 
prescribed work.’? Moore states that 
“one of the most important and most 
difficult jobs of administrators is to co- 
ordinate the activities of the various 
parts of their organization.’”* According 
to Dale, coordination refers to “the eon- 
tributions of the respective participants 
and the arrangements for maintaining 
cooperation among them in the light of 
a course of action already determined.” 
Pfiffner’s concept of coordination as the 
“dynamies of organization’ should thus 

1 Balderston, Karabasz and Brecht, Management 


of an Enterprise (Prentize Hall, 1946). 

2 Terry, Office Management and Control (Irwin, 
Manufacturing Management (Irwin, 

*Dale, Planning and Developing the Company 
Organization Structure (American Management 
Assn., Report No. 20, 1952) 

5 Pfiffner, Public Administration (Ronald Press, 
1946). 


be applied more broadly as the dynamics 
of administration. It should be noted, 
too, that coordination is essentially a 
human relations problem, in view of its 
dependence on the will, under- 
standing and cooperation of the people 
who comprise an organization. 

Application of the true concept of co- 
ordination to the other essentials of ad 
ministration reveals a significance here- 
tofore seldom, if ever, stressed. A  re- 
appraisal of the elements of administra- 
tion with particular attention to the im 
portance of coordination should open 
new vistas in this fertile field. 

Coordination is the physiological phe- 
nomenon which characterizes the human 
structure. Of major importance, in the 
growth of the human body, is the devel- 
opment of the coordination of the body’s 
various members and parts, so vital to 
the proper functioning of the entire 
structure. Complete integration of the 
various parts with the brain and nerv- 
ous system—unimpeded communication 
up, down and across the body, and well 
tuned controls—are the prime indicators 
of good health in the human being. 


Lot rd 


The same attributes which are essen- 
tial to the health of the individual are 
factors in the achievement and 
maintenance of human relation- 
ships in any situation in which people 
live, work or play together. Coordina- 
tion is as vital to effective group action 
as it is to proper functioning of the 
human body. The analogy here drawn 
has its limitations, however, since co- 


basie 


LOC rd 
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The Key to 
Effective 
Administration 


ordination of the parts of the human 
body is self-propelled (automation built 
into the human structure) whereas coordi- 
nation of the activities of two or more 
people depends upon such human rela- 
tions factors as morale, motivation, em- 
pathy, ete. Discussing this analogy, Me- 


Curdy points out that it will take many 


years of experimentation, trial and 
error, to attain the efficiency in social 
organization which is achieved in bio- 
logical mechanisms.® 

Teamwork and the “frictionless mesh- 
ing of gears” can be realized through 
the application of the principles of good 
human relations. The first prerequisite 
is a healthful administrative climate in 
which the precepts of good human rela- 
tions are firmly rooted at the top. The 
motivating force of any human organi- 
zation does not push upward from its 
base, but must spread downward from 
its apex. Thus, coordination depends 
on the good will, integrity, fairness, and 
cooperative spirit of top management. 
The prevailing attitudes at the summit 
pervade the entire supporting organiza- 
tion. 

Coordination can flourish only where 
top management actively exerts its in- 
fluence to establish and maintain con- 
fidence in its subordinate ranks, to give 
credit where it is due, and to foster a 
sense of security. 

Analyses of breakdowns in coordina- 
tion usually reveal such causes as jeal- 


©McCurdy, The Structure of Morale (Macmil- 
lan, 1943), 
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ousy or distrust of fellow workers, com- 
petition for recognition and credit, fail- 
ure or disinclination to cooperate toward 
a common goal, and a general disregard 
of the golden rule. The specialists and 
empire builders who seek to carve out 
their own private domain, the people 
of limited vision who see only their own 
assigned areas and fence themselves in, 
the hoarders who will not share infor- 
mation with their associates—all of these 
are obstacles to teamwork and coordi- 
nation, and all can continue to thrive 
only under conditions induced or toler- 
ated by top management. 

Organization is the means by which 
the work of an enterprise is divided, 
grouped and arranged among its per- 
sonnel for the effective achievement of 
its mission. Organization is primarily 
concerned with human relationships and 
interrelationships which require coordi- 
nation. 

Division of labor and specialization, 
major factors in organization, necessi- 
tate unification and coordination of in- 
terdependent components. Too _ fre- 
quently specialists become so preoceu- 
pied with their own problems and 
spheres of activity that they create ob- 
stacles which impede attainment of pri- 
mary objectives. The old story of the 
loss of a kingdom for want of a nail 
typifies the results of uncoordinated 
thinking and effort. 

Lack of coordination among the spe- 
cialists was the principal cause of the 
difficulties which beset Taylor’s fune- 





MISSION 
OBJECTIVES 
POLICIES 
FUNCTIONS 
DIRECTION 
COORDINATION 
CONTROL 
SPAN OF CONTROL 
COMMUNICATION 
AUTHORITY & RESPONSIBILITY 
DIVISION OF WORK 
SPECIALIZATION 


The human body provides the basic concept and pattern for effective organization and 
coordination. Each of the organizational factors above is of equal significance in both the 
human body and the enterprise of a group of people. 
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tional organization. Because each of the 
specialists in Taylor’s plan issued orders 
directly to the workmen, friction and 
dissatisfaction between workmen and 
foremen were generally attributed to the 
loss of clear-cut lines of responsibility 
and authority of the line organization. 
The functional organization has often 
been criticized because it violates the 
principle of unity of command which 
prescribes that each employee should 
have only one boss. Through teamwork 
and cooperation among the specialists 
lines of authority and responsibility can 
be defined to avoid friction. 

Partnerships often suffer difficulties 
because of failure to establish clearly the 
areas of authority and responsibility of 
each partner. Conflicting directives to 
employees, duplication of commitments 
to suppliers, contradictory promises to 
customers, and muddled company objec- 
tives are usual consequences when part- 
ners do not coordinate their thinking, 
planning and actions. 

Domestie difficulties are often attribu- 
table to conflicting orders issued by 


mother and father to their offspring. In 


such situations the basie cause of stress 
is not the violation of the principle of 
unity of command, but rather the failure 
of mother and father to coordinate their 
direction of the family establishment. 

Functional foremen, partners, mother 
and father, and others who jointly exer- 
cise authority can avoid the common 
pitfalls in management and administra- 
tion by getting together to clarify their 
spheres of activity, objectives, thinking, 
planning, direction and control. 

Planning is a mental process which 
entails the determination of which facts 
are needed, the compilation and analysis 
of such facts in the development of 
standards and bases for administrative 
action. 

While planning is a means of coordi- 
nating the factors involved in a particu- 
lar problem, coordination of the elements 
of planning is essential for successful 
planning. Without synchronization of 
the mental facilities of ‘all those inter- 
ested in, or who will be affected by, the 
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end results, planning may not only fail 
to achieve its objectives but may pro- 
duce adverse consequences. 

Control is fundamentally the means 
by which established plans are effec- 
tively executed. It is the process of di- 
recting human resources and energies 
toward desired results, insuring proper 
integration of component parts, guiding 
operations to avoid waste and to maxi- 
mize returns. 

Coordination of all interrelated fac- 
tors is a requisite for effective control 
and control is necessary to achieve co- 
ordination. 

There are many proven techniques by 
which obstacles to teamwork and coordi- 
nation ean be avoided or eliminated. In 
addition to modern human relations and 
personnel administration practices, these 
techniques include: 

1. Clarification of objectives and poli- 
cles. 

Definition of organizational strue- 
ture and interrelationships. 

3. Establishment and maintenance of 
clearly defined lines, channels, and media 
of communication—up, down and later- 
ally. 

4. Provision of ample opportunities 
for personnel at all levels to participate 
in policy formulation, management and 
administrative planning, standard devel 
opment, control analysis, operations, au- 
dits and evaluations of end results. 

The effectiveness of these techniques 
will, of course, depend upon the will of 
top management to make them work. 
This ean be developed only through con- 
stant emphasis upon, and attention to, 
the importance of coordination. The 
ultimate in coordination will be realized 
when people learn to live and work and 
play together with the same unconscious 
effort which is typified by the function- 
ing of the healthy human structure. 


The author would like to receive, from office 
managers and administrators, reports of their 
experiences in and with coordination, He is par- 
ticularly interested in the importance attributed to 
the subject, provisions made therefor in the 
organizational plan, studies made of causes and 
results of lack of coordination, and techniques and 
practices used to establish and maintain coordina 
tion. Write to him care of THe Orrice.—Ed. 


1] 
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Figuring 


Baseball 
Ticket 
Sales 


SUUUUIDIUUUUUUUUUANNNNN0000000000UUUUUUEEEE TTT 


SiH IU NMUUUINUNIULUUUUIULIULTE 


LTHOUGH dethroned as_ world 
champions last year, the New York 
Yankees’ baseball organization is 
still very much in business and Jack 
White, their ticket manager, and his 
staff continue their paperwork tasks. 
To solve the big ticket and tax problem 
for the Yanks, Mr. White has worked 
out a method that provides quick and 


accurate answers for management. 


James Gleason 
(left) and |. By- 
stock use a Fri- 
den Calculator 
and Adding Ma- 
chine to figure 
ticket sales in 
the New York 
Yankees’ ticket 
office at Yankee 
Stadium. 


breakdown 
Tax, New 
Total. 


The following is the tax 
listing used for Net, Federal 
York City Sales Tax and Gross 


Fed. Tax Sales-Tax 
7 | 14 
18 09 
aR 06 
.07 O38 ‘ 
02 50 
01 
20 10 


Total 
3.15 
2.10 
1.30 


Mr. White uses a Friden STW-10 
Caleulator with the add key up and the 
lower dials hand locked. The number 
of tickets in each price range is entered 
just once on the large keyboard. As the 
various amounts for net, federal tax and 
local sales tax are entered in the multi- 
plier for each multiplication, they total 
in the lower dial for gross amount. The 
various amounts appear in the upper 
dial for each multiplication. 

A total check of all tickets (bundles) 
is made on a Friden Adding Machine 
for each day’s ball game before the 
tickets go to the ticket sellers. The eal- 
culator is also used daily in the Yanks’ 
accounting office to compute the per- 
ticket 


centage. ot sales, 
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Whether you 
make entries 
this way 





or this way 














HAMMERMILL LEDGER’S Two Specialized Finishes 
help keep your bookkeeping straight! 


Wy arrae you do your accounting 


in pen and ink or by machine, there 
is a specially designed Hammermill 
Ledger finish for you. For bookkeeping 
machines, Hammermill Ledger’s “Post- 
ing finish” won’t slip on the platen— 
keeps the paper straight in the machine, 
keeps the entries aligned. 
Hammermill Ledger’s “Ledger fin- 
ish” makes for the clean, neat, legible 
figures in pen and ink you need for 
easily read records. Both finishes are 
watermarked and both have a firm, 


level surface that takes crisp ruling 
and printing. 

Both finishes are glare-free and are 
available in soft colors that reduce eye 
strain and fatigue. This kind of paper 
helps your bookkeepers work faster 
and more accurately. 

You'll be pleased with the long-life 
and rugged strength of Hammermill 
Ledger. It’s made to stand up under 
years of handling. Write now, on your 
business letterhead, for a free sample 


book. Hammermill Paper Company, 
1463 East Lake Rd., Erie 6, Pa. 


MMERKg 


L 


costs no 
more 


— and actually less than many other watermarked ledger papers. 


MADE BY THE MAKERS OF HAMMERMILL BOND 
For More Information Circle No. 214 
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Qualifications for Supervision 
Of an Electronic Office 


DR. JOHN W. CARR III 
Assistant Professor of Mathematics, University of Michigan, Ann Arbor. 


IANNING and supervising work on 

a’ general purpose electronic com- 

puter or information machine 
requires much the same abilities as plan- 
ning and supervising a human informa- 
tion system. There is the standard prob- 
lem of language, in a more complex 
form, and, in addition, a second problem 
of automaticity or understanding the 
different behavior of machines as op- 
posed to humans. 

At present, offices have large num- 
bers of people handling information. 
Many of you supervise groups of such 
people who make up what I would call 
an information system. As part of the 
job of managing an information system, 
the supervisor needs : 


1. Ability to organize logically a se- 
quence of control so that the main pur- 
pose of the organization (production, 
distribution or services, for example) 
can be performed. 

2. Ability to work with and under- 
stand people, so that a system which 
is theoretically sound actually works, 
and is not kept from performing up to 
the theoretical limit by a misunderstand- 
ing of human capabilities and behavior. 

Supervision requires training in the 
structure of such systems, an ability to 
reason logically and often intuitively on 
the basis of accumulated experience. It 
also requires an understanding of the 
motivations and limitations of individual 
human beings, and their responses as 





BEVCO RECEPTION FURNITURE 





PREC 


831 Chicago Ave. 





4 PIECE 
GROUP SETTING 


$9 ‘tee. 


Smart, Modern 
Contemporary 
Furniture 
Exclusive Ventilated 
Resilient Comfort. 


Will Outwear Any 
Other Upholstery. 





Write for Ventilated 
Office Furniture Catalog. 


ma Ss ialsete 


ISION MANUFACTURING CO. 


Evanston, Illinois 
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Mount 
itwith 
‘SCOTCH’. 
Brand... 


itll stay 


ealelbbairsvel : | cmottene | ; [ PRopUCT oF | 
DIVAN 


Cellophane Tape BESS 


WHY TAKE CHANCES with unte'sted 
brands of cellophane tape? Make sure 1 Rot =» tag 
with "Scotch" Brand, the familiar — 
favorite for all kinds of sealing, 

holding, mending jobs! 


NEW LOW PRICES on commercial 

rolls make “Scotch” Cellophane 

Tape your economy buy as well as 

your quality buy. See your supplier a 

right away for bargain-priced rolls ' : Look for 


and new tape-saving dispensers! ; 

: the plaid! 
The term “Scotch” is a registered trademark of Minnesota Mining and Manufacturing Company, “apy 
St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada: P.O. Box 757, © 
London, Ontario. ‘ouee™ 


* 
+ 
* 

< 
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How to be a “clean desk” man 


: A new Organized Desk with an ingenious 
ability to lend a hand to a man at his work 


Ever noticed the amount of useless stuff that drifts 
around on top of a desk? And a lot of desk drawers 
too are in the same state of clutter. 

This condition gets in the way of a lot of work. 
It’s the reason why the new Shaw-Walker Organized 
Desk is such a big help in getting things done. 

Move in behind one of these Organized Desks and 


Buik Like a 
Skyscraper” 





you make a clean sweep of clutter. 
Your desk top is cleared and stays 
clear. Here’s how it’s done! 

Work Organizer drawer interiors 
provide specific space for letter trays 


and all other work and working tools 

Everything is organized for quick finding with- 
out hunting. Two revolutionary advances are, 
drawer space for your wastebasket and telephone. 
The 292-page Shaw-Walker “Office Guide’’ pic- 
tures, describes and plainly prices 86 Organized 
Desks and 5,000 other items. Ask your local repre- 
sentative for a copy, or write Muskegon 8, Mich. 


H - A Largest Exclusive Makers of Office Equipment 
Muskegon 8, Mich. Representatives Everywhere 
. 
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part of such a system. 
A computer programmer can be 
sidered a manager of a large intorma- 


con- 


tion handling system during the period | 


in which the machine is performing his 
program. The detailed clerical task per- 
formed by the coder may very 
performed entirely by the information 
machine rather than by humans. Thus 
the job of coder may be eliminated com- 
pletely in the near future, as the origi- 
nal machine user passes his information 


soon be 


more and more directly to the machine, 
without intervention of any detailer or 
clerk. 

The programmer (or the applied 


logician, information engineer, or infor- 
machine specialist) has the re- 
sponsibility of managing the new infor- 
mation handling systems which will soon 
be equivalent in information handling 
power to tens of millions of human be- 
ings. He is not just a systems and pro- 
cedures man, accountant, engineer, or 
mathematician, although he may have 
any of these qualifications as a_back- 
ground. Hle must have similar require- 
ments with respect to the new informa- 
tion machines as does a_ present - day 
manager of an all-human office system. 
He must have: 

1. Ability to organize a 
control of information. 

2. Ability to work with and under- 
stand machines so that a theoretically 
satisfactory system will actually work. 

The new information systems man- 
agers must have training in the prob- 
lems being performed by such systems. 
Finally, they must be recognized as a 
new and different but important and 
integral part of the managerial sequence 
of control. What new and unusual man- 
agerial techniques are required? I will 
emphasize two of them. The first is the 
use of many different and varied lan- 
guages to describe a problem exactly. 
We have already seen at least five such 
— 

The language of the flow diagram, 
whieh is our University of Michigan no- 
tation and one that 
details with those of 


mation 


sequence ot 


disagrees in 
Burks, von 


some 


Neu- 
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puts iton..- 


NGI 1! 





LI ] , THEY 


walk it off... 











ad YOU 
pay the BILL! 


Poor Henry! He waxes and buffs 
your floors till they sparkle like 
a new penny. 

Comes the daily traffic and off 
goes the shine. Wax deposits 
adhere to their shoes. Not only 
do your floors look a mess, but 
with the protective coating impaired, 
they depreciate rapidly. 


Ge & 
AS 
LEGGE SAFETY POLISHES 


STAY ON THE FLOOR 


Add years to the life of your 
flooring with LEGGE Polishes. The 
shine lasts. The protection 
endures. You'll save up to 50% 
on labor and materials. And 
you'll reduce slip-fall accidents 

by at least 95%. 


Time out as Henry strips 
the floors—then re-waxes. 


For full information, write 


Walter G. LEGGE Co., Inc. 


t wt 





Dept., W-4 a 
101 Park Ave., 
New York 17, N. Y. 


Branch offices in 
principal cities 


of Safety Floor 
Maintenance 














For More Information Circle No. 190 
17 





mann and Goldstine, originators of these 
diagrams, and with many other varying 
notations used and taught at universities 
and by computer manufacturers, all 
whom have their own pet notation in 
ge meral. 

2. A symbolic program step language. 


be used to express exactly and uniquely 
any of the problems put to a machine. 

Information handling systems man- 
agers have to understand and converse 
in many different languages. Indeed, 
one large eastern organization, looking 
for some hard and fast rule for finding 





Languages which include more or less good programmers, found a _ definite 
of the English language have been de- _ statistical correlation between language 


ability and the ability to solve problems 
using a data processor. 

The actual machine code, which The translation back and forth, from 
may be sequences of decimal or binary any one of these languages to any other, 
digits, alphanumeric characters or com-_ is one of the most important problems 
binations of these. For every different facing the user of an automatic system. 
type of machine, there is at least one He may do it himself, by hand, so to 
different instruction code. Some digital speak, or he may use his automatic ma- 
computers and data processors have as_ chine to do it for him. There exist sev- 
many as ten different instruction codes eral different automatic techniques for 
associated with their so-called interpre- translating from a given external lan- 
tive and compiling routines. guage to the internal language of a com- 

4. The natural language (English or puter. 
any other, such as French, German, etc.) An interpreter or interpretive pro- 
5. The language of logic. This is a gram is often much slower than a com- 
near-universal language among mathe-_ piler, because if a certain instruction 
maticians and philosophers, which can in the external !»nguage is performed 


veloped by the users of different data 
processors. 


electronic copying machine 





mimeograph stencils 
offset plates 
single positive copies 


S lena YF YY no eve.orine 


NO CHEMICALS! 


T TIMES FACSIMILE CORPORATION 
| STENAFAX DIVISION, O-4 

Hotel Biltmore Arcade, 43rd St. and 

Madison Avenue, New York 17, New York 
| Please send Stenafax brochure to 


automatically makes 










City | & & State_ = 
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Now...Write ALL THREE 







Accounts Receivable Records 


At Once Without Using Carbons 





National’s NEW Multiple-Posting 


Accounts Receivable Outfit — NCR 
Using NCR Paper — oy 
yeh 
No Carbon Required an ar nce 
Save time, prevent copying errors with National’s QUICK FACTS 
NEW Miultiple-Posting Accounts Receivable Outfit. @ NCR paper. No carbons required. No smudg- 
Just one writi ive: ings . New, im- one 
. ‘ _. a 8 3 postings at once mide @ Single sliding mechanism clamps Statement 
portant feature is the NCR paper. No carbon paper and Ledger Sheet in place for easy, sure align- 
is needed to make the triplicate entries. No smudging. ment with any line of Sales Journal Sheet 


. ; . . F do not need to be prealigned gs as 
Complete outfit consists of Binder, Sales Journal “<_< 


Pad, 100 Accounts Receivable Ledger Sheets, and 500 = Mechanism can accommodate stock columnar 


oO . 94 OF . pads for other multiple posting records, such as 
Statements. C omplete $24.95 at your National payroll, accounts payable and analysis records 
Stationer’s. 


@ Compact, portable, easy to operate 


iene ee ee ee 


NEW =e NATIONAL nas aoe COMPANY 
Water St., » Mass. 
RECORDS CATALOG | 7 bas ri re a “ 
lease send fu information about National's 

(Over 500 Forms Shown) | new Multiple-Posting Accounts Receivable Outfit 0 | 
(1) Shows how to save | Please send me NEW RECORDS CATALOG. Dollar'is enclosed | 

200%-300% on record poe 
forms (2) Makes office re- | a | 
ports more accurate (3) | Company ! 
Speeds them to your desk. | Street l 
Only $1.00 — use coupon. 1 City a es ] 
Lciiletiar incite tints meni inten akinaditipeniindn tian ante 
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many times, it must be translated ex- 
actly once for each performance. In a 
compiler, it is translated only once at 
the beginning. 

Users of computers have attempted to 
meet this problem of languages by auto- 
matic translation, from the language in 
which humans are to converse with the 
machines, to that which the machines 
use themselves, and vice versa. Starting 
with a fundamental language such as 
that used by a computer, many program- 
mers have advanced to the external use 
of more elaborate but easier to under- 
stand languages by which humans may 
converse with the machine. These lan- 
guages are translated, by one of the 
translation techniques, to an internal 
machine language that is usually much 
simpler, as far as flexibility is concerned, 
but much less easy for a human to use. 

This process is called automatie pro- 
gramming. It is of extreme importance, 
in this day of personnel shortage, in 
saving valuable personnel time by allow- 
ing humans to converse with the ma- 





FOR ALL NOISY 
OFFICE MACHINES 


£ 


For better production . . 
for everyone—use SOF' TONE Acoustinets. 


© 1956 











co. 








fewer errors... 


304 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


chines in a more complex language but 
nevertheless one that is easier for them 
to use. Moreover, it is a forerunner of 
the day when the machines themselves 
will have the ability to prepare their 
own instruction codes for their prob- 
lems, completely automatically and more 
efficiently than humans can! 

The second important requirement for 
managers of the new information 
handling systems is an understanding of 
automaticity. I use the latter term 
rather than the more popular but more 
vague term, automation, which earries 
much more confusing connotations. 
Automaticity is the ability of an infor- 
mation machine to perform its functions 
without the need for human interven- 
tion. This ability is tied basically to 
the problems of lancuage, and of inter- 
communication between man and ma- 
chine. Machines perform most efficiently 
when they have as few as possible direct 
eontacts with human beings. When an 
information machine or data processor 
is interrupted incessantly for consulta- 





NOISE causes Jangled Nerves! 


The constant pounding of machine noise is nerve wracking. 
and unnecessary bickering among personnel. 


It causes jangled nerves 


and more pleasant working conditions 


_- Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 
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What's so different about this calculator ? 


What puts this calculator in a class 
by itself is hidden under its keyboard. 
Instead of the jarring, stop-start ratchet 
drive used in conventional calculators, 
there is a constantly-meshed train of 
proportional gears forming the unique 
mechanical heart of a Marchant. 


This smoothly-geared mechanism is 
exclusive with Marchant. It rotates the 
continuously-flowing dials at a speed 
up to twice the highest speed attainable 
by any other calculators, without being 





subjected to constant metal-on-metal 
clash of the stop-start type of drive. 
Therefore, a Marchant calculator keeps 
on delivering smooth, quiet service year 
in and year out over a longer lifetime. 

Yes, it is important to look under the 
calculator keyboard. Take a look there. 
Take a good look beyond. Cali in the 
local MARCHANT MAN. What he 
has to show and tell will be of great 
interest to you, of great importance to 
your business. 


MARCHANT CALCULATORS, inc. 


OAKLAND 8, CALIFORNIA 
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tion directly by and with a human (as_ the ways of the machines, waste valu- 
opposed to automatic file consultation, able machine time—as do even highly 
for example), the passage of informa- trained programmers—removing or in- 
tion between the two causes large losses _ serting information at their own, not the 
in the machine’s efficiency. machine’s, pace. Such communication 
Unlike the problem of language rela- must be eliminated, or else turned over 
tionship, this second problem has not completely to the control of the ma- 
been much thought about. Computer op- chine. 
erators, often only high school trained The need, therefore, is not for rela- 
and with no general understanding of tively untrained persons who have been 











Snappy Salesforce 


It would be ridiculous for salesmen to risk 
results by waiting for the morning mail before 
hitting the street ... But if other departments in 
your firm are delayed by slow mail distribution 
. ..a MailOpener by PB is practically mandatory! 

It opens any kind of mail as fast as you can 
feed it . . . Shears a hairline edge off envelopes 
of any thickness without hurting the contents. ° 
Efficient, durable, the MailOpener saves time 
for the whole office, gives every day a head 
start. Models, hand and electric, for every 
office, even the smallest . . . Call the nearest 
Pitney-Bowes office for a demonstration or 
free illustrated booklet. 





FREE: Handy desk or wall chart of postal 


rates with parcel post map and zone finder. 


— PITNEY-BOWES — 
MAILOPENER | 


PITNEY- Bowes, INC. 

3456 Walnut St., Stamford, Conn. 
Electric ... originators of the postage meter 
Model LE ..» offices in 94 cities in U. S.and Canada 





For More Information Circle No. 180 


Tue Orrice—April, 1956 





taught the rudiments of computer coding 
in an intensive course of a few days or 
weeks. These persons may be necessary 
for the moment, but their days are num- | 
bered. The need is for good auditors, 
good accountants or good managers who | 
have a background in the new mathe- | 
matics and logie that is required to un- | 
derstand our new, automatic clerical 
workers. I do not think symbolie logic 
will suddenly become a required course 
for graduation from business schools, 
but I do suspect that, if an understand- 
ing of psychology of humans is of value 
to a manager ot a human office sy em, to bring you today’s new 
a thorough understanding of the prob- nie 
lems of language and automaticity will | writing tool for the office 
be extremely, useful to future managers Leading firms across the country 
of automatic office systems. are equipping their offices with 
To summarize, the job of directing the new VELVET ball PEN.cil 
and planning the performance of a large because: 
automatic information system — com- | * it combines best features of 
puter or data processor—can be con- pencil and ball point pen 
strued as a managerial one in the same | wood barrel has lighter, com- 
sense that the organization and super- ' fortable feel of a pencil 
vision of a large human information ( improves record keeping, lowers 
system is a managerial job. It is a more i costs, raises efficiency 
exact process and more complex because no point to break, wear down 
the details, at least today, cannot be left or sharpen 
to the machine in the same manner that | + finest ball point mechanism 
details can be left to human intuition. * nothing to press, click or turn 
It is a job that requires an understand- | + ink supply lasts for months 
ing of languages, a knowledge of logical | 3 styles for every writing job. 
methods of description, a feel for the « Regular, For all general pur- 
use of automatic machines in the nearly | pose writing. $3.00 per dozen. 
automatic fashion. It is not necessarily + Super Fine. For extra-fine writ- 
true that the ranks of managerial posi- | ing. $4.20 per dozen. 
tions of tomorrow will be filled by per- | Liquid Velvet. For 
sons who have primarily shown ability | fluid “‘lead pencil” im 
in managing machines, but the managers | § writing anderasabil- [RSi7ama 
ot tomorrow will certainly have to have ity. $3.25 per dozen. itt) 
that ability. Finally, it is not the re- Order from your com- [MMT 
sponsibility of our universities to serve mercial stationer 
as vocational schools, turning out com- | today! — 
puter coders to fill the many jobs that tay Re enes ae 
are now being thrown open, but instead 


to develop new abilities and engender | ; VELVET 


understanding of the fundamentals that | | ° 
will be needed to guide the mixed man- ball PE | Fal 
machine civilization of tomorrow.—F rom | rothin, t Velvet 
t talk at the 2nd Annual Elec ics Con- | ' 

i innuat Electronics Con- | ©1956 Prices slightly higher West of Rockies 
ference of American Management Assn. | AMERICAN PENCIL CO., HOBOKEN, N. J 
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ARRIVING 
ON YOUR 
PROFIT TRACK 


¢ NEW ATLAS HANGERS 


Save Space, Time, Manpower, Profit 
with Faster Filing and Finding 


e NEW ATLAS LUGS WITH 
THE PROJECTED HEAD 








Available on Atlas DSH, DGR, SH series and PH series 
Hangers. Plates and stencils slip quickly and easily on 





the Atlas Hangers with lugs with the projected heads. 
Pilate and stencil headings are protected from damage. 
— = 7.2 

/ 

ae a 
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« NEW ATLAS PH SERIES HANGERS 


For Pinhole heading Offset plates. Equipped with the 
new Atlas Lugs with the Projected Heads. Availabie in 
1142" and 22” widths. Atlas Hangers combined with 
Atlas Cabinets are a complete system to store and pre- 
serve valuable reproduction components. Faster Filing 
and Finding of offset plates, stencils, negatives, etc., in 
Atias Vertical Filing Systems. Best protection from 
scratching, tearing, marring and corrosion. Capacities 
100 to 1500. Models for all sizes of offset plates, nega- 
tives and stencils. Write for complete information. 





Schedule Atlas Line 


item Arrival 
NOMA CONVENTION May 20-24 
FSC—Extra Value May 1956 








Join the progressive repreduction departments through- 
out the United States and Canada who increase their 
profits by filing in Atlas Vertical Filing Systems. 





ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 
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How to Wax Floors 


METHOD recommended — for 
office and other large floor 
which will cut floor clean- 


ing costs according to the Industrial 
Division of Fuller Brush Co.; is to fol 
low these eight steps: 

1. Sweep the floor with a brush or 


dry mop to remove loose surface dirt. 
2. Remove old wax completely, taking 
care not to leave any soap film or resi 
dual alkali which result ino a 
streaked, slippery eondition. A new 
concentrated synthetic liquid detergent 
will safely strip wax from floors in just 
Soils, oils and wax are 
and will not. re- 


would 


one application. 
held in 
deposit. Only a single rinsing is needed 
with this detergent which leaves no de- 
posit on the floor. A weaker dilution 
of the detergent will mop away the 
soil without removing the wax. 


suspension 


9» 


3. Let the floor dry thoroughly. Plan 
to wax on a dry day to facilitate dry- 
ing. 


tf. A wax applicator is the most 
efficient tool for waxing large dreas. 
Pour a water emulsion heavy duty 
traffic floor wax into a shallow pan, 


dip the applicator and wipe it across 


the edge of the pan to remove excess 
wax. <A clean wet mop also can_ be 
used to apply wax to floor. 

5. Apply wax in thinnest possible 


coat in one direction only. Do not 
scrub. Be careful not to go over already 
waxed strip while wet. This will cause 
a streaked appearance. 

6. Buff the floor after the wax 
dried, for a higher and a 
slippery surtace. 


has 
loss less 

7. Apply a second coat of wax if de- 
sired, but allow at least an hour for the 
first coat to dry thoroughly. 


8. Discard the wax left over in the 
pan when the job is completed. 
A wall chart on daily and other 


periodic care of all types ot floors is 
available. For a free copy of the chart 
Circle No. 301. 
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R.C. Allen .-... ..:..-.. 
alas gives yo finest vad 


The Low Price of R. C. Allen Cash Registers is all the more 
amazing because of the many ‘‘extra’’ efficiency features con- 
sidered standard in these versatile machines. Most businesses, 
whether large or small, will find an R. C. Allen model suited to 
their requirements and satisfactory in both service and value. 
The preference for R. C. Allen quality is natural with executives 
who are both economy and efficiency conscious. Call your 
R. C. Allen dealer for a demonstration or write us for information 
about a cash register to meet your requirements, 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 





TYPEWRITERS - CASH REGISTERS + ADDING MACHINES + SAFES: FILES - BOOKKEEPING MACHINES 
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R.C. Allen ......... 
lays us ftv 


You'd Expect a VisOmatic Typewriter to Cost More... 
yet, with all its exclusive features for speed, accuracy and 
efficiency, this fine machine actually costs less than many 
standard makes. The R. C. Allen practice of giving the 
utmost in quality, performance and value—at a practical 
price—is why the VisOmatic is becoming more and more 
the first choice of business men and women everywhere. 
Ask your R. C. Allen dealer for an office demonstration— 
or write us for a free booklet about ‘the world's most 
advanced typewriters." 















R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 
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B.C. Allen ......... 
buoys gives you fink vale! 


MIMEOGRAPH, MULTILITH, BRUNING, OZALID AND SIM- 
ILAR DUPLICATING processes demand good master copies to 
produce sharp, clear reproductions. The new R. C. Allen Elec- 
trite is made especially for this purpose. The exclusive Microflex 
Impression Control, adjustable to any duplicating system re- 
quirements, permits better master copies than any other manual 
or electric typewriter. It is electrified where 95% of typing ac- 
tions are performed, manual where 95% of electric service com- 
plaints occur. Call your R: C. Allen typewriter dealer, or write 
for complete information. 


R.C.Allen Business Machines, Inc. 


679 Front Avehue, Grand Rapids 4, Mich. 





TYPEWRITERS + CASH REGISTERS « ADDING MACHINES « SAFES>+ FILES - BOOKKEEPING MACHINES 
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B.C. Allen SAFES AND INSULATED FILES 


4 


‘ 





There is an Assurance of Quality in the R. C 


R. C. Allen Military and R. C. Allen Guardsman safes and insulated files offer 


see your R. C. Allen dealer, or write for further informatior 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 





TYPEWRITERS + CASH REGISTERS - ADDING MACHINES - SAFES: FILES - BOOKKEEPING MACHINES 
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##/ RHE JONES WHAT DID YOU SAY 
OUR PRICE WOULD BE ??? 





For clean, readable 
office copies 
be sure she uses 


carbon papers by 





The carbon copy is your record of promises 
and commitments. You can’t afford to use FREE CARBON PAPER FOR YOUR SECRETARY 
carbon paper which blurs, smudges, fades or Prove to yourself that Old Town carbon papers do produce finer 


roduces TI copies. Simply have your secretary address her request to us on 
P uces broken letters and figures. oe your company stationery stating the model of her typewriter 


perior ink coatings of quality carbon papers, (electric, standard manual or noiseless) and the number of copies 


. > she usually requires. We will send her, free of charge or obliga 
like Old Town Dawn, are fade-proof and each tion, a sample supply of Old Town Dawn carbon paper along 











sheet is aged to allow the coating to set prop- with an interesting, informative folder describing the various 
1 Th ult: sy sot . weights and finishes of carbon paper and how to select the 

enly. e result: clear, sharp copies with proper carbon for her particular work. Write: Old Town Cor 

permanent legibility. poration, 345 Madison Avenue, New York 17, N. Y., Dept. O-4 
Old Town carbon papers save time and 

money, too. They are non-curl . . . easier, 


cleaner to handle. They can be re-used dozens 
of times without “‘bellying’’ or losing copy 
strength. Four weights and five finishes of World’s foremost maker of carbons, ribbons, 


duplicators and duplicating supplies 





Old Town carbon paper . . . for every type of 


office work, every make of typewriter. CARBON PAPE R 5 
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TYPING 








| 
make one write do all writes. . . RIGHT! 


You can’t know what form writing efficiency really is ’til you check 
with Hano on Snap-a-parts, Continuous, Tab and Register Forms 
and Systems. Use Hano’s 60 years of form building know-how. 
Samples, dummies and estimates quickly available from 





Established Stationer 
PHILIP Dealers wanted in the 
aS midwest, south, southwest 


Main Office and Plant: Holyoke, Mass. 
Branch Plant: Mt. Olive, Ill. 
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LOOK WHO’S SAVING WITH 


JUSTOWRITER’ 


AUTOMATIC TAPE-OPERATED COMPOSING MACHINE 






Bausch & Lomb Optical Company 

Bell Aircraft Corporation 

Bureau of Ships, Navy Department 

California Texas Oil Company, 
Limited 

DITTO, Incorporated 

Federal Reserve Bank of Cleveland 

Opelousas Daily World 

The Proctor & Gamble Company 

The Prudential Insurance 
Company of America 

Sears, Roebuck and Company 

Signode Steel Strapping Company 


REPRODUCER (A representative list of the many 
teeth g 


Justowriter users) 


You, Too, Can Cut Composition Costs 


20% to 80% with JUSTOWRITER 


The JUSTOWRITER is an automatic tape-operated cold type 
composing machine. It consists of two units, a Recorder that 
produces a by-product punched tape as the copy is typed, and a 
Reproducer that reads the tape, automatically producing sharp, 
justified reproduction proofs or direct image plates. 


MAIL THE COUPON NOW FOR COMPLETE INFORMATION 


COMMERCIAL CONTROLS CORPORATION 

1 Leighton Ave., Rochester 2, N. Y. Dept. O-46 
[1 Send brochure. 

1) | would like to see a Justowriter demonstrated. 
() Have your representative contact me on_ 


Nome_ oe ae Title 





Company 
Address 


Soles and service offices in principal | City 
cities—listed in classified telephone di- 
rectory under ‘Typesetting Equipment.” LL 
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“OOoll t+ Oud ? 


Bt VARY-TALLY 


Multiple-Unit Reset Counter 





Using Vary-Tallies is the fast, accurate way to KNOW. Because you know, you COUNTRoL 


Because you control, you PROFIT! Note the 
construction features below . . . write for news 


sheet and prices... tell us what YOU want to 


separate the turnover items from the “turkeys” 
in sales . . . the rejects from the okays in pro- 
duction — size by size, color by color, flavor by 
flavor, price by price. Because you count, you 


count. 


e@ All Parts Corrosion-Resistant: Work- 
ing Parts of Hardened Steel 









pocey O% =| @ Not Affected by Extreme Heat or 
ed comp . 
Arranged . Vory- Cold 

tonds in tiers, the al : 
-. ‘i n be pplied ” 6 @ Individual Tag Above Each Counter 
| on b fox 

Tally abinations, UP to Window Not Strip Tabs 
| of 66 “ : ae 12. units 

bonks hg" 


> single @ Veeder-Root Quality in Every Part 
wen down 0 © 
wide, ev™ 






a @ Easily Readable from Any Angle 

uni . ° 
Bold Figures Always Centered in Win 
dow No Glare 


e@ Easily Portable, yet Ruggedly Built 
for Long Wear 


VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 
“The Name That Counts” 






CHICAGO 6, Ki » NEW YORK 19, N. Y. 


+ GREENVILLE, S.C. + MONTREAL 2, CANADA 
OFFICES AND AGENTS IN OTHER PRINCIPAL CITIES 
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IN OFFICE 
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MANPOWER, INC. for 
TEMPORARY HELP 


TYPISTS ¢ STENOS 
GENERAL OFFICE WORKERS 


Our employees will work in your office 
or ours for any length of time from 

4 hours, to a day, a week or longer 
at low hourly rates. 

Call the Manpower, Inc. office in your 
city — operator B — for fast, 
economical service! 

We are not an employment agency. 


manpower, inc. 


330 W. Kilbourn Ave. Milwaukee 3, Wis. 


‘Se THE RECOGNIZED LEADER IN THE 
TEMPORARY HELP FIELD 






fit 


MANPOWER INC. OFFICES ARE LOCATED IN: 


Allentown Detroit New Orleans Providence 
Atlanta Evanston New York Racine 
Baltimore Hammond Niagara Falls Rochester 
Boston Houston Oakland St. Louis 
Buffalo Indianapolis Oklahoma City St. Paul 
Chicago Jersey City Omaha Salt Lake City 
Cincinnati Los Angeles Patterson San Diego 
Cleveland Milwaukee Philadelphia San Francisco 
Columbus Minneapolis Phoenix San Jose 
Denver Newark Pittsburgh Seattle 

Des Moines New Haven Portland Sherman Oaks 
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OVER 65 offices 
Coast-to-Coast 


South Bend 
Springfield 
Syracuse 
Tacoma 

Tampa 

Toledo 
Waterbury 
London, England 
Paris, France 
Havana, Cuba 
Johannesburg, S.A. 
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TEST-RUN THAT COPYING MACHINE! 
Here’s what to look for—and how to find it! 


A copying machine should do everything well. Use this 12-point test to find the 
machine that will meet your every office copying need with a minimum of effort 










1. Test for colored papers. 7. Test for signatures. 
2. Test for fine details. 8. Test for paper sizes. 
9. Test for all inks, even 
3. Test for two-sided material. aca-carbon base. 
4. Test for opaque material. 10. Test for quality and speed under 


direct lighting. 
5. Test for colored inks, pencil 


11. Test for number of copies without 
and crayon. 


developer change. 
6. Test for spirit duplications. 12. Test for minimum dial adjustments. 


Only the Copease* photocopier scores 100% on this practical test. Use a singe dial set- 
ting for 95% of your work. Make 200-300 excellent copies without developer change. 


TEST-RUN COPEASE FREE! NO OBLIGATION. 
SEND NOW FOR 3-DAY OFFICE TRIAL & “TEST COPY”. 


Offices: New York, 270 Park Avenue, PLaza 3-6692 * Los Angeles, 3563 Wilshire Boulevard, 
DUnkirk 5-2881 * Chicago, 201 N. Wells St., ANdover 3-6949 « Distributors in Principal Cities 


COPEASE CORPORATION 


270 PARK AVENUE, NEW YORK 17, N. Y. 
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You Can Tucrease 
PRODUCTION 


EFFICIENCY 
atthe 






















Spirit or Gelatin Process 


WAU@)SAU 





Stencil 
Duplicating 

















You take a short cut to more efficient production when you 
use WAUSAU IMPRESSION PAPERS for all your duplicating 


Wausau makes a specific 
requirements. 


paper for each of the 3 major 
processes: Offset, Stencil Du- 
plicating, Spirit or Gelatin 
Process. 


For these fine impression papers are manufactured especially 
for faster, easier handling, quicker response to office machine 
action and smoother running than ordinary copy papers. 
The surfaces are treated to insure perfect ink reception, the 
ultimate in clear, sharp impressions, whether the process 


used is offset, stencil duplicating, spirit or gelatin process. 


Uniform and full-bodied, with extra bulk for the weight, The complete Wewee oi 
rigid for high speed operation . . . dependable for automatic 7 es geen 
able nationally through 
feeding . . . WAUSAU IMPRESSION PAPERS have a com- euthestiad dtteutess. ead 


bination of advantages that is unmatched for efficiency. stationers. 


OUR 57th YEAR 





WAUSAU PAPER MILLS CO. 


General Soles Offices 
Artisans of 111 W. Washington Street, Chicago 2, Illinois 
Fine Papers Mills at BROKAW, WISCONSIN 


Member—Wisconsin Paper Group 
For More Information Circle No. 171 
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LOW COST | Index-Less | TUB FILES 


| More Cards Per Tray 
es More Trays Per Tub 





PATENTED TRAY DESIGN 





Eliminates wide offset trays 
and heavy index cards to 
provide greater filing ca- 

: pacity. Cards are “isolated” 
FASTER, EASIER CARD SELECTION— simply by lifting and resting 


Cards are filed in a tilted posi- on tray ledge. 
tion, alternately left and right, 

to make each one separately ‘om, | 
accessible for faster, easier 

fingering. 


OTHER Index-less TUB FILE FEATURES: 





@ Filing capacities from 3000 to 12,000 cards 
@ Smooth rolling casters for complete mobility 
@ Compact—requires less than 3 sq. ft. of floor 
space 
@ Fully removable trays c 


@ Handy storage compartment 
® Posting table (optional) FOR INFORMATION 


on how the new Ferris Index- less Tub file 
can increase the efficiency of your filing system, write 







FERRIS BUSINESS EQUIPMENT, INC. 


DEPT. A 45 SEYMOUR STREET Die Vise) isso), |. | 





For More Information Circle No. 144 
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RALPH C. COXHEAD CORP, 
720 Frelinghuysen Avenue 


Newark 12, N. J. 


If you once thought you didn’t have enough 
type-composition work to warrant the pur- 
chase of a Vari-Typer—here is a special 
low-priced model which will pay for itself 
even if used only occasionally. A wide 
variety of type faces is available for this 
machine (Model M-11), giving it a wide 
scope of uses. The coupon will bring you 
the budget-purchase plan together with a 
type chart and literature. 


Please send me Vari-Typer Booklet M-40. 


For More Information Circle No. 106 
Tue Orrice—April, 1956 





New 


NEW! Victor Calculator 





Exclusive: Fully automatic multiplication... 
automatic constant lever...total transfer feature 


The new Victor Mult-O-Matic is the 
only machine with completely auto- 
matic multiplication from one simple 
set of keys. You multiply figures as you 
would write them—only the multipli- 
cand, multiplier and answer are 
printed on tape. No other confusing 
figures or symbols are printed. 
Simplified automatic constant lever 


lets you multiply same figure repeat- 
edly without re-entering each time. 

New total transfer button lets you 
retain a total in the machine so that it 
can be multiplied by another figure. 

Don’t wait. Call for a free tryout! 
Look under “V”’ for Victor in the add- 
ing machine section in your classified 
phone book . . . or write. 


VICTOR ADDING MACHINE CoO., CHICAGO 18, ILLINOIS 
Victor-McCaskey Limited, Galt, Ontario 


Manufacturers of Business Machines, Cash 
Registers, Business and Industrial Systems, 
Electronic Equipment and Electri-Cars. 


New 
Automatic 
Constant 
Lever 


Total Transfer 


Button 


For More Information 


Circle No. 402 


9949 
6 96 
99081 4 P28) 
r 
56 


New 


Select-O-Matic 
for Automatic 
Totaling 











oe ‘ 


“For almost a year I have been using your wonderful 
Erasaguard, I have been also unsuccessful in trying 
to locate several more of them for use by others in 
the office. I have a terrible time trying to hang onto 
mine. Please tell me where I can purchase these. 
We need them so badly, they're grand.” 


Can also be used for drawing, will not slip, will not 
smut if pen is used drawing lines. 


ORDER DIRECT 75c each; 65c each in dozen lots. 
Wholesale Discount to Dealers in U.S.A. and Foreign. 


KEE LOX MFG. CO. 


Rochester 1, N. Y., U. S. A. 


Foreign Dealers write care EXPORT DEPT. 
above address. 





Just place the Erasaguard behind the sheet from which you wish to erase so the curved 
surface of the Erasaguard protects the Carbon and the copies underneath. Treat each 
Carbon Copy to be erased the same way. 


Se... ime... Stop Waste 


BE NOT ONLY AN EFFICIENT TYPIST, BE A HAPPY ONE. 


Notice how the Typist uses Kee Lox Erasaguard to correct errors on Originals, 
also Carbon Copies, Perfectly and Quickly. Saves Stationery, saves Carbon 
Paper. Saves so much Time and Time today is real Money. 

The perfect Equipment for 1956. One Typist. One Typewriter. One Erasa- 
guard, one eraser. 
No Secretary can give full efficiency without an Erasaguard. Errors are so 
easily made. Read what one writes. 





- P<) 
2 
x 





ORDER 


Kee Lox Manufacturing Co. 
Rochester |, N. Y., U.S.A. 


Send Please—{_] Elite [1] Pica 


Signed 


For More Information Circle No. 120 
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Ke ndall Mills sale Sve write the iy OM ¢ rpe mS¢ drafts 


Our salesmen and man igement are happy 


with the Traveletter System of receiving 


expense money. It is convenient for them, 


iS CasSily ished, and 1S speedy It also pro 
vides a good control over their expenses 
The number of men in this division using 
it varies berween 50 and 60 at a time. We 
have been using the Traveletter System 
since 1945 


“I thought you might like to know how 
high our regard is for your organization, 


and how pleased we are with your system.’ 


The Traveletter System reduces cash 


advances, saves accounting time, prevents 


Tra velette V pee and lost orders, builds morale of 


. . the better system for Used by companies employing from 1 to 


handling travel expenses. 1,000 travelers, including United Aircraft 


Corporation, American Cyanamid Co., 
Western Electric Co., and many others. 


De 


TRAVELETTER CORPORATION ° GREENWICH 3, CONNECTICUT 
For More Information Circle No. 165 
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A year's accumu- 
lation of hand- BATES’ AUTOMATIC 
writing done to I ° 

test Sheaffer > eae 
pens, One girl acnine. 


Oat SETT eG 
wrote a 1200- Numbers Consecutivety 
sheet transcript Duplicates and Repeats. 
of "Gone With ay 
the Wind ’ in 35 Whee pixel rae 
days. Machine pms ee fis 
tests can't dupli- wn Daye Teta 
to Kespossthic Pertion 
cate actual hand- iiiadi ts chai 
writing. Bates Mig. Co. 


BOON BULOINS 





dDNd 


e123 Km be 
anos 


BROAD ST. NY 
U.S.A 
HIGHEST AWARSS 
Meds 

Woe 











An 1894 ad of Bates Mfg. Co. 
offered a 4-wheel Bates Number- 
ing Machine at $14. 


Gen. Carlos P. 
Romulo, who spoke 
at the Office Man- 
agement Assn. of 
Chicago conference, 
posed for caricatur- 
ist Lenn Redman and 
a CBS-TV newsreel 
cameraman in the 
Robertson Photo- 
Mechanix, Inc., 
booth. 


Union Oil Co. of California is erecting a 13-story home office building on a 5-acre site in 
Los Angeles, Located on a hill, it will be the highest structure in the city. Smaller buildings, 
connected to tall one, will have offices, auditorium, cafeteria, employee lounge and a bank. 


= i 
dade 
(Aaddditidi. See 
aye 








Henry Post (left) 
and Bill Smith in the 
duplicating depart- 
ment of American 
Seating Co., Grand 
Rapids, Mich., where 
thousands of office 
and factory forms 
are produced an 
Nekoosa Papers. 








An _ installation of 
Milwaukee Metal- 
Lux Chairs in the 
offices of Rheem 
Mfg. Co., Washing- 
ton, D. C. Installa- 
tion was made by 
Haas-Dodson Co. 


Tue Orrice—April, 1956 








C. P. McColough, 
left, general man- 
ager of Haloid Com- 
pany's Xerox Proc- 
essing Laboratories 
in Chicago, and 
George Michalik, 
operator, examine 
prints coming from 
a new Xerox Copy- 
flo continuous en- 
larger which blows 
up 16 and 35 mm 
microfilm to as much 
as ||" wide, Opened 
doors on side of ma- 
chine are closed 
during operation. 


Visi-Shelf File in- 
stallation in the Jer- 
sey City Medical 
Center, Jersey City, 


. . 
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Functional wall of shelving separates the order billing department from other office groups 


at Standard Pressed Steel Co. 


Shelving Aids Incentive Plan 


By using a functional wall of shelving units 
to separate its order billing department from 
other office sales groups working in the same 
large bay, Standard Pressed Steel Co., Jenkin- 
town, Pa., aided its work incentive plan. The 
divider minimized outside interference, made 
forms and supplies more quickly available, 
and developed a use for the company’s prod- 
uct: Hallowell bank-height shelving units. 

Before the partition went up, it was esti- 
mated that roaming visitors from other de- 
partments were causing a loss of 36 minutes 
a day. After the incentive plan was installed, 
the girls complained about the interference. 
Now, with the partition, the 19 girls’ average 
performance has jumped as much as 100% in 
some operations, increased their earnings and 
lowered paperwork costs as much as 44%. 


While discouraging time-consuming social 
visits from neighboring departments, the shelv- 
ing wall provides storage space for supplies 
and forms previously stacked on window sills 
and desks—and in some cases even in different 
buildings for lack of space. There's even room 
along the 58-ft, run of shelving for the girls’ 
umbrellas, galoshes and lunches. 


THe Orrice—April, 1956 
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13 Firms Lose 
Records in Fire 


When a raging three-alarm fire roared 
through the Ackerman Building in Binghamton, 
N. Y., the offices of 15 firms were wiped out. 
The fire started in the basement, mushroomed 
up an elevator shaft and swept through the 
building in a matter of minutes. Everything 
was destroyed except the accounting records 
of Policy Advancing Corp., filed in a Shaw- 
Walker Fire-File Accounting Machine Desk, 
and the records of one other firm which were 
housed in a safe. 

The Fire-File desk withstood not only the 
intense heat but a fall from the fourth to the 
third floor of the building. Saved in it were 
ledger cards representing $200,000 in accounts 
receivable, cancelled checks and other vital 
business records, Harold E. Ruth (left) of 
E. W. Thomas Co., Binghamton Shaw-Walker 
dealer, said that, "A new Fire-File desk now 
protects all account records of Policy Ad- 
vancing Corp." 








A corridor in the new offices of Wm. Wrigley Jr. Co. in San Francisco showing partitions of 
Virginia Metal Products Corp. 


Wrigley’s San Francisco Office 


The office of Wrigley's district sales manager in San Francisco. 


g a ot " —- 








Wrigley's order processing department in San Francisco. 


Desks are by Yawman & Erbe Mfg. Co. and chairs by General Fireproofing Co. in this part 
of Wrigley's San Francisco office. 


HIRE grid ress fee 











One of the automatic food vending ma- 

chines which supplement cafeteria facili- 

ties at the Army Quartermaster Depot, 

Chicago. This machine is a product of 
Fred Hebel Corp., Addison, Ill. 


2 
+O 


Although a small of 
fice, All American 
Engineering Co. 
Wilmington, Dela., 
installed a Burroughs 
E10! electronic com 
puter which earned 
a year's rental in its 
first month of oper- 
ation through sav- 
ings in test costs. 
Operator is Leonard 
Gormy. Standing 
are: Raymond 8B. 
Janney, chief engi- 
neer; Charles J. 
Daniels and Howard 
Green, project engi- 
neers. 





Room divider with ceramic tile squares and 

rectangles, shown by Design Technics, New 

York, Both sides of tiles contain a different 

design to produce a distinctive treatment on 

each side of wall. Tiles can be moved up or 
down for additional effects. 


Tue Orrice—April, 1956 





r 


Wee Hit 


THe OFFICE 


One minute 
is all it takes 


... to make 5 photo-exact copies of any 
record for 2'2¢ each. Letters, news 
clippings, pencil or ink records . . . even 
carbon and spirit duplicator copies can 
be reproduced by anyone in your office. 
No change in your present room light. 
... to make a translucent “whiteprint 
master” for 10¢. No time lost, now, 
when you wish to produce quantities of 
blueprints or whiteprints from opaque 
or two-sided material. 


... to make an offset plate for less than 
20¢. Now you can “go to press” in rec- 


ord time and at a new low cost. No time 
out or shutdown when you shift from 
document copying to platemaking, or 
vice versa. 

Now ... more versatile than ever 
Thanks to Kodak research and develop- 
ment, the Verifax Copier now makes 
photo-exact copies at a new low cost... 
does jobs which never before were with- 
in the scope of office-copy equipment. 

See how thousands of offices are 
using Verifax Copiers. Mail coupon. 


Prices quoted are subject to change without notice 


-————————————— all COUPON TODAY-———————-», 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


Rochester 4, N. Y. 


Gentlemen: Please send me a free copy of “New Time-Saver— 
New Idea for Every Office” and names of near-by Verifax dealers. 


Name 


213 





Company 


Position 





Street 





City State 





* More Information Circle No. 182 
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The ALL-NEW 
Mechanized Card Record File 


Kard-Veyer is the new electrically-powered card file unit 
that reduces finding, posting and filing time to seconds. 
Here’s an all-in-one, fatigue-reducing, high output work sta- 
tion that can save profit dollars in time and space for you. 

Kard-Veyer houses from 16,000 to 80,000 cards in sizes 
from 8” x 5” to 244” x 3”, including standard punched-cards. 

If your records-keeping operation includes a large, active 
card file, investigate Kard-Veyer today. Call the Remington 
Rand Office near you, or, write to Room 1425, 315 Fourth 
Avenue, New York 10, N. Y. Ask for LBV706. 


Memington Flan 


on 
DIVISION OF SPERRY RAN ORPORATION 


For More information Circle No. 107 
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ACCO 


New TENPAK 


Makes Everybody a Prospect 
For This New “Acco First” 


Aggravation of lost, mislaid papers — eliminated. 
’ . . ° . - oO . 
C ounter Displayed for convenient Self Service — 
Watch for TENPAK. 


Creates positive safety for your papers — in or out of files. 


Q pens new opportunities for efficient business operation. 


Be ahead—start using the Acco method of paper fastening now. 
You'll soon be using all Acco products for better filing. 


Acco Fasteners No. 12 and 22 are also available in boxes of 50. Ask your stationer. 


ACCO PRODUCTS, INC. 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 


For More Information Circle No. 185 
THe Orrice—April, 1956 





THE OFFICE 


BUTLER BROTHERS 
TIES MAIL 10 TIMES FASTER 


“We tie out as many as 100,000 pieces 
of mail a day on our two Bunn Ty- 
ing Machines .. . and do it 10 times 
faster than by hand-tying,” says 
Miss K. Bryant, Service Department 
Supervisor of Butler Brothers, one 
of. the world’s large distributors of 
general merchandise. 

Operators simply place a stack of 
envelopes on the Bunn Machine and 
step on a treadle. In only 1% sec- 
onds it is neatly and securely tied. 

Dozens of different mailings go out 
“each day, but because the Bunn Ty- 


ing Machines adjust automatically to a i 


PACKAGE TYING MACHINES — SINCE 1907 


tere a 


B. H. BUNN COMPANY 


7605 Vincennes Ave., Dept. OF-46, Chicago 20, III. 


any size or shape, no time is lost in 
changing from job to job. Every stack 
is tied with just the right amount of 
twine and with uniform tightness. 
The exclusive Bunn knot is approved 
by Postmasters everywhere. 

Bunn Tying Machines pay for 
themselves many times over, in 
many ways. Fatigue-less operation 
increases employee efficiency 
anyone can operate without train- 
ing . .. easily moved to break bot- 
tlenecks in any work area. 


MAIL THIS COUPON NOW 


B. H. Bunn Co., Dept. OF-46 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines. 
Name 

Company 

Address 


For More Information Circle No. 203 


April, 1956 





The entire resources of the famous OLYMPIA factory — 
established in 1903—are concentrated to produce the finest 
typewriter it is possible to build. 

Highly skilled craftsmen and the most modern up-to-date - 
machinery combine to give YOU the finest typewriter on the 
market. Test write with it, see it perform, note its precision ’ 
operation and beauty. One test will convince you. 


INTER-CONTINENTAL TRADING CORP. 
90 WEET STREEY - NEW YORK 6, OM. FJ. 
For More Information Circle No. 153 
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A New 
Star Is 
Born! 





This page is part of the exciting color-spread now appearing 
in U. S. NEWS & WORLD REPORT and BUSINESS WEEK 
announcing the sensational new Johnston Adding Machine. 


It is the first of a series of advertisements scheduled to 
appear in leading national magazines throughout 1956. 


The Johnston is sold and serviced exclusively by Office 
Machine Dealers. If you are interested in becoming an 
Authorized Johnston Dealer write, wire or phone immedi- 
ately to the address below for full details 


i 

| 

| 

| 

| 

! 

| 

| . 
Mey 
As 
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ADDING MACHINE COMPANY 


13343 SHERMAN WAY, NORTH HOLLYWOOD, CALIFORNIA 


For More Information Circle No. 
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Pll keep you posted... 


My job is to follow up your unfinished business. The open circle in 
my colored signal channel positively points out the month and day 
when you had promised someone something. Maybe you want to 
use me as a business safeguard—to make a follow-up or selection of 
“time due” records such as purchase orders, collections, insurance, 
contracts, quotations, production schedules, etc. See your local sta- 
tioner or drop the Smead Company at Hastings, Minnesota, a line on 
your business stationery and ask for a free sample of me, No. 19032. 
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FINGER-TIP 
CONTROLS « AUTOMATIC OPERATION 
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Save time and cut costs on 2-sided forms by eS 


lithographing both sides in one operation. It's easy with 
Model 242, easy to change from regular one-sided offset, easy to get DAVI DSON 
12,000 impressions per hour at normal operating speed—and easy on 


your operator, too! Finger-tip controls and automatic operation simplify 
any reproduction job. From a sitting position, your operator changes | on ‘ # 
masters or plates in a jiffy because the quick change segment always 


stops at a predetermined, easy-to-reach position. And the automatic mone / 
blanket cleaner keeps her hands clean. does Gor you 
Best machine for short runs, Model 242 is best in the long run too! 

Send for Attachments Catalog, see how you also can do Davengraving, 

letterpress, dry offset, imprinting, numbering, perforating. Uses all 

types, styles, sizes of plates, and sheets from 3x 5” to 10x14”, 

manifold to light cardboard. Envelopes, too! 

Heavy duty construction, trouble-free opera- 

tion, low maintenance. Compare it! an Se ee e@eee eee oe 


: DAVIDSON CORPORATION 

Pro estos meine make 29 Ryerson Street, Brooklyn 5, New York 
ee Cae emer (1) How can | do simultaneous 
ii 2-sided lithography? 

( i \ DAVIDSON CORPORATION (1 Send Attachments Catalog. 
avidson 


A Subsidiary of Mergenthaler Linotype Company ( Arrange a demonstration. 


29 RYERSON STREET, BROOKLYN 5, NEW YORK Name___ 
Distributors in all principol cities ond Conodo Firm 


Address___ 


Text set in Linotype ¢ Headings in Prolype City " Zone__. ~ State 


For More Information Circle No. 191 
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Mercury products for 
duplicating machines 
are built to the same 
standards as rollers 
and blankets on giant 
commercial presses! 



































RAPID ROLLER COMPANY 


MAIN OFFICE AND FACTORY: FEDERAL AT 26th STREET « CHICAGO 16, ILL. 


EASTERN SALES OFFICE: 800 McCARTER HIGHWAY + NEWARK 5, N. J. 
IMPORTANT: There Are NO OTHER Rapid Roller Company Branches or Factories 


For More Information Circle No. 124 
THe Orrice—April, 1956 





it all adds up to 
a low cost 

high quality 
product...the 


new 
Regna 
itemizing 
cash 
register 


a cash register, 
adding machine 
and simplified 
bookkeeping 
machine 

ALL IN ONE 
STREAMLINED UNIT! 








Ideal for all small and medium 
sized retailers—a superb quality 
product in the low price class. 
Compact, sturdy, precision-built; 
manual or electrically operated 
models in green or ivory. 


« Customer gets itemized 
receipt of each item purchased; 
Regna simultaneously records 
copy for owner « Sale Total and 
Grand Total are automatically 
registered and recorded; total 
receipts can be instantly 
checked any time «+ Single item 
key records single item sale in 
one swift operation « Non-add 
key allows use as adding machine 
—without affecting Grand Total 
« Customer counting device 
shows volume of daily traffic 

« 6 designating keys for clerks, 
departments, special items + 
Lock for Grand Total and Sub 
Grand Total—and for tape « 
Individual keys for Charge 
Sales, Paid-Out, Non-space 

and Repeat operations 
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Complete stock of Regna parts available throughout the U.S, 
[pr ee ae a a a a ee ee eee 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 
Please send more information on the new Regna itemizing Cash 
Register and outline advantages of becoming a Regna dealer, 
Name.. 

IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre 

Dame St. W., Montreal, Que., and Business Equipment Machines 

489-R King St. W., Toronto, Ont Address. 


OUTSIDE CONTINENTAL U.S.; Jorgen S. Lien, Box 507, Bergen, 
Norway. . . | a icrcisnscemeninpniteanitntnessintininnntianions DR cdc 


For More Information Circle No. 149 
Tue Orrice—April, 1956 





COLE’S FULL SUSPENSION 
STEEL FILES AT 
NEW LOW PRICES 


No other file at this low price has this really full 
suspension. 25% more filing capacity. Smooth gliding 
drawers, spring compressors and guide rods. Olive 
green or Cole gray finish. 


FOUR DRAWER $43.50 
No. 204, Letter size. 14%4"' wide, 
52\44"' high, 265%"' deep. 


No. 504. Legal size. Four $52.50 
¥,'" wide 


17% 
' 





leer 


TWO DRAWER $31.50 
No. 202. Letter size. Desk high, 14%4"' 
wide, 24'' deep. 

No, 502. Legal size. Tw $37.95 
drawer. Desk high, 1734" 

wide, 24"' deep. 


FIVE DRAWER $57.50 


No. 205, Letter size. 1434"' wide, 60"' 
high, 26%'' deep. 

No. 505. Legal size. Five $66.50 
Jrawer, 17% wide, 6 


high, 265%"' deep. 


Locks for above Files available 
at slight additional charge. 





Safeguard YOUR VALUABLES 
and VITAL PAPERS = 


Contains a dial lock secret vault, (only you know the com- 
bination). Plus three full suspension letter files. Heavy 
gauge steel, 1434" wide, 52'/," high, 265" deep. Olive 
green or Cole gray. No. 2004 D $65.95 


<—DESK HEIGHT 

Contains one letter size full 
suspension drawer plus safety 
vault. Desk high, 14%"" wide 
24"' deep. No. 2002 D $49.50 


COUNTER HEIGHT 

No. 2003 D (not shown) con- 
tains two full suspension, letter 
size drawers plus safety vault. 
143%,"" wide, 40" high, 265%" 
Jeep. $59.50 


Above cabinets available with 
locks at slight additional cost. 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. 
For More Information Circle No. 234 


Toe) & = STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 





COLE'S 
complete 
home office 


The "DESK n’ FILE" 


A complete office all in 
one handsome unit. Re- 
tractable desk, files for 
checks, letters and sta- 





tionery, compartments 
for books. Protected by 
two strong outer doors 
under lock and key. 
Heavy gauge _ steel. 
3234" wide, 60" high, 
19" deep. Green or 
Cole Gray. No, 1093. 


$99.75 


n Grained 
Oak, 








Top quality “RECORD-CARD” files 
at rock bottom prices! 


Combination file for both index cards and 
other records. Fuil suspension letter size 
drawers. Heavy steel, green or gray. 


No. 323. Three letter size drawers plus tw 
card drawers for 3 x 5 or 4 x 6 cards (8000 
capacity). 143%4"' wide, 52!4"' high, 2654'' deep. 


$62.50 


No. 322. COUNTER HEIGHT (not shown w 
letter size drawers and two card drawers (8000 
capacity). 143%4"' wide, 40"' high. 265%"' deep. 


$54.95 


No. 321. DESK HEIGHT. One letter size drawer 
and two card drawers (7200 capacity), plus a 
sliding shelf. 1434" wide, desk high, 24'' deep 


$43.95 


""Record-Card" files available with plunger 
type lock that automatically locks all drawers. 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A 
For More Information Circle No. 108 


COLE STEEL EQUIPMENT COMPANY 
285 Madison Avenuc, New York~.17, N.Y 








MAC OH ana cleaner 


FLOATS OUT 
HECTOGRAPH, RIBBON, 
CARBON, INK STAINS—< . 

GENTLY, SAFELY! _, ° 







Clean Hands gently 
removes stubborn office 
stains—including 
hectograph dye—without 
resorting to harsh abrasives and 


solvents. Your girls will thank you ye 
because it ends “‘chemical hands” and ” OM. 
cracked cuticles . . . ends scrubbing, too! THE MODERN HAN? 
, ; ; ; > R FOR orFicé 
When Clean Hands is applied before starting Bares AND Factor’ 


the office day, annoying stains can’t set. 
Grimiest grime rinses away effortlessly. 


NO HARSH 


free sample * wSMEMICALS 


. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
964 Herb Hill Road, Glen Cove, N. Y. 





Send for this free Fill in cnd send with company letterhead. 


sample bottle. Just 
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with your company 
letterhe ad. 
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ELECTRONIC DATA PROCESSING FOR BUSI- 
NESS AND INDUSTRY by Richard G. Canning. 
John Wiley & Sons, 440 4th Ave., New York 
16, 343 pp., $7. 

Written for management, this work ad- 
vocates the efficient use of 
data equipment 
point. It covers the planning period 
from the investigation of the equipment 
to the proposed plan of action for top 
management approval. The reader needs 


electronic 


from a systems view 


no previous knowledge of electronics to 
understand the text but should know of 
fice procedures. The author, a partner in 
Canning, Sisson & Associates, presented 
this subject twelve times in a University 
of California, Los Angeles, course for 
business and industrial management. The 
reader has the benefit of the questions 
which arose among the management rep 
resentatives who took those courses. 


PROCEEDINGS OF 19TH ANNUAL TIME & 
MOTION AND MANAGEMENT CLINIC, Indus- 
trial Management Society, 35 E. Wacker Drive, 
Chicago 1, 152 pp., $5. 

The proceedings of the 1955 meeting, 
including charts, 

Complete 


forms and illustrations. 
talks on time 
economy, methods, plant 
layout, production control, wage incen 
tives, maintenance, and human relations. 


transcripts of 
study, motion 


REPORT WRITING FOR ACCOUNTANTS by 
Jennie M. Palen, CPA. Prentice-Hall, Inc., 70 
Fifth Ave., New York 11, 614 pp., $9.25. 
How to prepare fair statements which 

comply with accepted accounting stand- 
ards. Explains what type of statements 
best serve particular purposes. Chapters 
on correct English should help the reader 
to write smoother, more grammatical 
reports. 
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Ouer 5,000 &.- 
Print 
use them! 


Wale 
FLOATING NOZZLES 






Z 


STOP Mis-feeds 


on your Multilith, Davidson 
and Webendorfer Presses! 









Wale FLOATING NOZILES 


U.S. PAT. 2266927 





Having feeding trouble with your 

OFFSET duplicator? 
Cut waste and operating costs — feed tissue, 
card, book paper without mis-feeds! 









WRITE = for information 
and your copy of "Pressman's 
Paper Feeding Guide", packed 
full of tips on paper feeding! 


more 


Manufactured by 


ROLLER PRESS 
300 BROADWAY, SAN FRANCISCO, CALIF. 
For More Information Circle No. 220 
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all Borroughs Hes 


BOOKCASES and STORAGE UNITS 


have an extra feature... sliding shelves 


cxrerrr 


prexceey 
a 


29" = 42" 7" + 8A" 


Units available in depths of 12” and 18’’—outside width 
3814". All units, except 29”, are obtainable with closed 
or open backs, single or double-faced. 


Are you in the market for metal bookcases or storage 
cabinets? If so, be sure to see the Borroughs line at 
your dealer’s. You will see cabinets so handsome and 
so practical that they are used in the home as well as 
the office. All models are available in 5 modern colors— 
gray, spring green, dark green, fall tan and brown. 
You must examine them to really appreciate their ex- 
cellence. You will like the quick and easy adjustability 
of Borroughs sliding shelves. You simply adjust the 
shelves to suit your needs—no bolts, nuts or tools are 
necessary—just your hands. And we sincerely believe 
you will be better satisfied if you always buy 
Borroughs products. 








* sliding shelves 
adjustable without bolting 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PR 


3010 NORTH BURDICK ali KALAMAZOO, MICHIGAN 


For More Information Circle No. 142 
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COMMON SENSE IN’ LETTER 
William H. Butterfield, Interstate 
Danville, Ill., 81 pp., $2.25. 


WRITING by 
Publishers, 


Demonstrates how to write clearly and 


concisely, how to build good will with 


to give letters a human 
to the 
and handle delicate situations with tact. 


It illustrates common negative elements 


courtesy, how 


touch, appeal readers’ interests 


in letters and shows how to give them a 
The author’s humorous 
touches make the book easy to read. 


positive twist. 


HANDBOOK FOR SECRETARIES TO ACCOUNT- 
ANTS, CONTROLLERS, TREASURERS by Besse 
May Miller, Prentice-Hall Inc., 70 Fifth Ave., 
New York 11, 438 pp., $8.95. 


Here is a book crammed with thou 
sands of work- and time-saving ideas, 
systems and procedures—from tax return 
reminders to credit statements; from 
time records to investments; from new 
engagement memoranda to the prepara- 


tion of reports for clients and boards of 
directors. Contains a reference section of 
accounting terms. 


READY RECKONER. Ottenheimer Publishers, 23 
S. Howard St., Baltimore 1, 192 pp., 75 cents. 
One of a series of vest pocket books, 

this contains a variety of pre-calculated 

tables on such everyday business prob- 
lems as interest; wages; and values by 

measures of many kinds. There is a 

section on arithmetic short-cuts. De 

signed for sale by stationers, other books 
in the include a Crossword Puz- 
zle Dictionary, English and foreign lan- 


guage dictionaries. 


series 


PSYCHOLOGY OF INDUSTRIAL CONFLICT by 
Ross Stagner. John Wiley & Sons, 440 Fourth 
Ave., New York 16, 557 pp., $8. 

A systematic examination of union 
management relations as a psychological 
problem. Analyzes join 


why workers 


unions, why executives follow certain 
policies in labor relations, union and 
management leadership, tactics, strike 


phenomena, and labor-management coop- 
eration—all in terms of the individual’s 
behavior. 
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You Get Things Done With 
Boardmaster Visual Control 








vy Gives Graphic Picture of Your Operations 
— Spotlighted by Color 

vy Facts at a glance— Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate —Type or Write on 
Cards, Snap in Grooves 

3 Ideal for Production, 
Scheduling, Sales, Etc. 

vc Made of Metal, Compact and Attractive. 
Over 60,000 in Use 


Complete price $4950 including cards 


FREE rene mabe a F-100 
Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 
_For More Information Circle No. 208 


INDIVIDUAL LETTERS with — 
ROBOTYPER 


in Quantity 
Automatically! 


Traffic, 


inventory, 

















For information 
write 


ROBOTYPER 


CORPORATION 
125 E. Allen Street ¢ Hendersonville, N. C. 


For More Information Circle No. 209 





Surface Strength of Today’s 
Paper Must Withstand Higher 
Speeds, Larger Solids, Tacky Inks 


Today’s inks are just about one-third more tacky than they were 5 years ago. 
They are made tacky, of course, in order to give good ink coverage, intensity 
and depth of tone on today’s high-speed presses; especially in modern offset. 
With tacky inks. however, a tug of war deve lops. 
Will the ink stick to the paper or will the paper 
stick to the ink? Unless the papel has adequate 
surface strength, it’s a losing battle. You can 
depend on every paper in the Mead line to accept 
tacky inks with sure mastery. Before reaching 
you, they are fully tested on printing presses and 
office reproduction machines. In addition they offer a uniform printing surface 
without fuzz or lint. Think of Mead Papers first when you want an up-to-date 
surface geared to today’s inks. Whether it’s bond, offset, duplicator or mimeo, 


you can get it all from Mead. 


Pap rmake rs 


to . { le rica 





THE MEAD 
CORPORATION 


SALES OFFICES 
Mead Papers, Inc., 118 W. First St., 
Dayton 2, Ohio « New York ¢ Chi- 


cago * Boston * Philadelphia * Atlanta 
For More Information Circle No. 146 
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The Duplicating Function 
In a Large Office 


WARREN I. FILLMORE 


Manager, Duplicating Department, 
Massachusetts Mutual Life Insurance Co., Springfield, Mass. 


Muk PRIMARY CONCERN of most 
of the personnel of a large life ins 
surance company has to do with the 

problems created by the words and fig- 

ures that make up a life insurance con- 
tract. These problems are of secondary 
importance to employees who 


in- 
reproductive or printing 
function—if it affects them at all. The 
chief concern of a “captive” duplicat- 


are 
volved in a 


ing or printing department has to do 
with the techniques of putting 
paper. 


ink on 
It would be an understatement to say 
that the use of this reproduction fune 
tion has expanded considerably during 
recent years in the insurance business 
certainly a gross understatement 1f ap- 
plied to the Massachusetts Mutual Life 


Typical samples of the work produced in the home office duplicating department of Massachusetts 
Mutual Life Insurance Co., Springfield, Mass. 
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Auto-Typist units and their supply cabinets are 

shown in the foreground. Each day's workload 

is readily apparent on the scheduling board 

(upper left and below) which is near the 
manager's desk. 





Insurance Co. 
as well as the 


The spur ot competition, 
basic desire to provide 


life insurance to the 


American people 
at the lowest possible eost, has impelled 
Massachusetts Mutual, as 


lite Insurance COomMmpantles, to make every 


well as other 


ellect operating economies 10 
the face of spiraling labor and material 
costs. 

The growth of our duplicating depart- 
ment has been the result ot an 
study of the methods and 
many that had varying de 
for a dupheating tune 
tion. The application of scientific work 
simplification principles to the 
problem enabled our planne rs to present 


intensive 
systems ol 
companies 
rrees ot need 


hasie 


recommendation to the 
company’s policymakers. This presenta- 
tion disclosed the efficiency and money 
well equipped 


a Convincing 


saving possibilities of : 
duplicating department 
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Reply cards (left foreground) and direct mail processed letters are typed simultaneously on 
the master and slave machines at left. Personalized letters are produced on the three automatic 
typewriters at right. 


As any business grows and expands, 
its ink-on-paper requirements likewise 
increase. Properly planned, this in- 
crease can result in economies in every 
operating phase of the business. We 
are sure that in the future our in- 
creasing skill in the use of duplicating 
equipment, coupled to a growing ap- 
preciation of its possibilities, will en- 
able us to effect still greater economies 
for the benefit of the company as a 
whole. 


Before our duplicating department 
reached its present full-fledged depart- 
ment status, it had existed for many 
years as a division of our purchasing 
department. It was used to duplicate 
miscellaneous notices for home office and 
field distribution, small quantities of a 
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few new forms and to imprint existing 
forms. Both offset and stencil dupli 
eating methods were used, although 
negatives were purchased from an out- 
side source. The clerical and machine 
operations were conducted in a small 
area under somewhat cramped working 
conditions. The equipment and _ staff 
situation at that time (1950), was: 


EQUIPMENT 
One mimeograph. 
Four offset duplicators (one hand fed). 
One small guillotine cutter (hand operated ). 
Three 1.B.M. electric typewriters. 
One pedal operated three hole punch. 
A few small pieces of miscellaneous equipment 


PERSONNEL 


Two male machine operators (one in charge). 
Two female typist-operator-clerks. 


The output of duplicated material 
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REIN Om 


Another view of the 
offset work area 
showing the layout 
which provides each 
operator with quick 
access to his sup- 
plies, his pre-etching 
and _ desensitizing 
table, and his desk. 


consisted of an average of about 330 
jobs for 283,000 impressions monthly. 

Because of the growth of our dupli- 
eating requirements, an expansion pro- 
gram was necessary. Our first step was 
to move to larger quarters. Further 
study and planning indicated our own 
darkroom was necessary, and it was 
later decided to separate the noisy ma- 
chine room from the clerical section and 
trade in our old duplicators for new 
equipment. This was done from 1951 
to 1954 and, at the present time, our 
equipment and the staff of the machine 
room is as follows: 


EQUIPMENT 
One Davidson Dual-Lith Model #221 (single width). 
Two Davidson Dual-Liths Models #251 (single width). 
One Davidson Duai-Lith Model ##233 (double width). 
One 34” Seybold Dynaclamp cutter. 
One Challenge Style E paper drill and corner-rounder. 
One Gelb vacuum frame and overhead arc lamp. 
One Sesco Offset Spray Gun (portable) with com- 
pressed air piped to each machine. 
Two Pedestal Electric Bostitch staplers (one flatbed, 
one saddleback). 
One Pitney-Bowes folder. 
One Kwikprint gold leaf stamping machine. 
One Embosograf sign making machine. 
A few pieces of miscellaneous equipment. 


PERSONNEL 


One person responsible for work progress. 
Four machine operators. 
One machine room finisher. 
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The average monthly output of 
printed material now consists of 1190 
jobs for 920,000 impressions producing 
about 2,000,000 copies. 


The clerical section has been expanded 
to include the production of all direct 
mail letters, and the equipment and per- 
sonnel for this consists of: 


Three Auto-typist units with 1.B.M. electric typewriters. 

One Copy-typist (master and slave) with 1.B.M. electric 
typewriters. 

Three standard 1.B.M. electric typewriters. 


Two full-time and two part-time 
typists produce an average total of 
about 11,000 direct mail letters per 
month, of which 2,300 are automatically 
typed and 8,700 are processed and 
filled-in letters. 

The development of our direct mail 
advertising, reply-and-gift processed let- 
ters is interesting and demonstrates 
some of the fringe benefits of centralized 
duplicating. The highlights of the proc- 
ess may be outlined as follows: 

1. The body, or text, of each letter 
(we have about 24 different ones) is 
originally typed on electric typewriters 
using carbon paper ribbons. These are 
the actual typewriters which will be 


71 








"404e4BdGO YyDee OF Saijddns jo Ajijiqisseo9e pue siozedijdNp sasyo 
JJ& OF JexeWaye;d fo sseuaesoj> eyopxy “Aduaicizje Buiyesodo se jjam se e2ueseedde pooh Jo} peubisep 
$1 4NOAR7 “OD B2dUBINSU] S417 JENyNW SpesnyoesseF yO juewWysedep BHuljesiidnp ey, jo UePjdioo/4 














Bae SERGE Bee, 2 a ee 


“SLINIGVD AlddNS “Jovy? SL3NIGYD ATddNS B9NT) | ae 












































rs i 
Pa | ip i | 
latina. & aE , e 
iY uy 


















































H fae 
Lg bay 270 
i ear) si 
| a “4 
J | ley 
| H / aps #34NN0D i ‘te? See SSS 
} ae oo ee i 
| “ ly) = = 4~- 
H ° i NOISNYdX 3 
a $ | 
| oa 
{ ’ ‘geyseses 3  eramae E 
| ¥S30 | ¥s30 (7 | S304) { ante 
‘a ee rn oe a BdA1-O1Nv! , 


oF aoe Or Oo. ry & 
le es [— p19", — 











| | eo 
os ss3ug —— sud — + + 
| 3 38) 
} ie + — 0-4 — 44 hr 9,6 rr] ay 
Reon Leeetnend , eee ro 41 | 
ql fa: - nel Rideciecal 


@v2 ArddNs 
BVD AlddNS HOIH-¥34LNNOD = HOIH-BLNNOD OV2 AledNS HO!H-¥3LNNOD 


| 65 
Bac mes oo SA Re a a a 












































used later to do the name and address 
fill-ins. 

2. The letter is photographed In our 
photo-lab, a negative is made of the 
typed text and a photo-offset 
prepared from the negative. 
3. One of our offset duplicators is 

specially prepared ink, 


plate is 


inked with a 
mixed and furnished by our supplier’s 
ink chemists to mateh eur earbon ribbon 
typing. 

1. ‘The typed text is offset duplicated 
with ink and water balance carefully 
checked throughout the run to 
match the original typing. 

5. The signature of the officer in 
itiating the letter is relief printed using 
a rubber plate, after inking our press 
with a specially prepared fountain-pen 
blue ink to get a natural appearing fac 
simile signature. 


press 


6. The letterheads are embossed, using 
male and female plates, on our offset 
duplicator presses (Davengraving). 

7. The machine-produced letters are 
returned to our own departmental 
typist-clerical work station where we 
fill-in the date, introductory name and 
address, salutation and representative’s 
name, all to match, on the same electric 
typewriters with carbon ribbons. 
us in 
name 


8. Reply cards, also printed by 
perforated strips, have the same 
and address typed on them either by 
other typists or by a slave typewriter 
as a by-product of typing the introduc 
tory names and addresses on the letters. 


9. Window envelopes are used to save 
another addressing operation. 

By using one-time carbon paper rib- 
bons, and by the simple control of hav- 
ing hoth the printing and the typing 
done in our department where we con- 
stantly check the color, or density, of 
the press copies to be sure the typing 
and printing stay in-match, we have en- 
joyed unusual success. Many organiza- 
tions have tried somewhat similar meth- 
ods, but the fill-ins usually get out-of- 
match because the whole operation is 
split between departments. 

The purpose of this program is to 
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reach large numbers of prospects. This 
must be done inexpensively but, at the 
same time, with a good quality letter. 
At the present time 
$,000-9,000 of 


and, since the 


we send out about 
these letters per month 
text material and gifts 
as well as the quality of the letters have 
excellent appeal, our returns are good 
and the resulting sales are satisfactory. 
We sell a quality product and, although 
we know tliis process 1s more expensive 
than some methods, we 
is justified. 


feel the expense 
We do not feel that it would 
be good business judgment to present 
our product on anything except a qual- 
ity basis. 

Our remaining clerical administration 
section is staffed with: 


The department manager. 

A secretary-clerk, who is also the direct image sched- 
uling and supplies requisitioning clerk. 

An offset scheduling clerk, who also 
measurement and cost records. 

A general typist-clerk, who is also the 


keeps work 


filing clerk. 
(Ineidentally, we now have over 6,000 
negatives on file for use in re-run re 
quirements, the majority being regular 
company numbered forms. ) 
Our darkroom, or photo lab, 
equipped and staffed as follows: 


EQUIPMENT 
One Robertson Seventeen camera (with vacuum 
film and copy holders). 
Two Oscar Fisher stainless steel chemical tanks. 
One 7-ft. stainless steel sink with drainboards (Tanks 
and sink are all water temperature regulated) 
One pedestal film dryer. 
Safelights and illuminated viewers. 


back 


Our stripping, opaquing and lay-out 
area has: 


EQUIPMENT 
Two Davidson illuminated opaquing tables 
One drawing board and lamp. 


PERSONNEL 
Two photo-lab technicians (one in charge). 


.Our photo-lab unit produces line and 
halftone negatives, polaroid glossies for 
sales aid work, regular glossies for art- 
work with forms paste-ups, and some 
Fototype for special requirement copy 
set-ups. 

The copy furnished us is prepared by 
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Vari-Typer and Justowriter, carbon rib- 
bon typewriters, artwork, outside com- 
positor’s type-set reproduction proots, 
ete. About half of our copy prepara- 
tion is done by the forms controls sec- 
tion of our planning department alone; 
in all, about four-fifths of this copy ma 
terial is furnished by specifie centers 
outside of the department, and the bal- 
ance is set up by our own department 
staff. The volume of negatives created 
by this unit has now reached the aver 
age of shghtly more than 500 per month, 
and we have just added xerography. 
New procedures for work flow have 
been developed to improve efficiency 


throughout the duplicating department. 


This includes a scheduling and check-up 
system of all work in the department 
which provides an accurate picture of 
present and future workloads at all 
well as work progress. Our 
scheduling board, made from three Sim 
plex steel ecard racks, is on page 68. 
We 


company 


times, as 


mill-size sheets in our 
and this paper 
stock is transported to the duplicating 
department on skid pallets. When re 
ceived, the stock is eut to the required 
machine and job sizes for printing. To 
prevent delays in work flow and save 
space in the department, 
lists of incoming work are pre 
pared and checked twice daily. 


how stock 


warehouse, 


on storage 


stock 


After printing and finishing (cutting, 
padding, punching, folding, collating, 
stapling, round cornering, wrapping and 
labeling), the work is distributed ae- 
cording to the job requirements, such as 
to the communications department for 
mailing; to the requisitioning depart- 
ment, or section, for immediate use; to 
the company warehouse for storage and 
future use. 

A great deal of study and planning 
has gone into the matter of work-place 
layout and our overall department plan 
is illustrated. Several different combina- 
tions of juxtaposition of machine, desk, 
table and counter arrangements were 
tried. The layout on page 72 shows 
the particular working arrangement we 
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have tound most satisfactory for our 
own use and requirements. The shelv- 
ing at the feed end of our presses is 
kept for minimum hourly and daily re- 
quirements of small quantities of: 

Special colored papers used on daily 
systems work. 

Special colored card stocks frequently 
used. 

Some forms for imprinting. 

Temporary storage of jobs run one 
side and drying before the reverse side 
is run. 

The desk at the delivery end of the 
machine does triple duty, as the oper- 
ator’s desk, an incoming work station, 
and a place for jobs just completed and 
awaiting pick-up. 

The glass-topped tables between each 
machine do double duty as a plate pre- 
etching and photo-plate desensitizing 
work space for one operator, and a mis- 
cellaneous small tools and wiping pads 
table for the operator at the adjacent 
machine. Each machine operator has 
modern posture chairs equipped with 
easy rolling casters, so a great deal of 
our machine operation is a sit-down job. 
This results in less daily fatigue and 
pays off in a high production level. 

We make extensive use of reproducing 
paper master systems, preparing oul 
own masters. This is particularly useful 
where periodie reports are required and 
involve constant as well as variable in- 
formation on the same form. 

Briefly, a negative is made of the 
constant information, or format, and 
from this, a photo-plate. Small paper 
masters are printed from this photo- 
plate and set aside to dry. When dry, 
they are gathered, replaced in the origi- 
nal box and delivered to the originator. 
When the report time arrives, the origi 
nator has the variable information typed 
on the mat which is then transported to 
the duplicating department ready to af- 
fix to the machines and run. Our own 
press ink, when dry, reproduces the 
basie form along with the freshly in- 
serted variable information, and the 

(Continued om page 98) 





OW DO I explain these things to 
my boss?” asked Jerry Howard. “I 
can’t sit on the other side of his 
desk and lecture him on the facts-of-life 
about paper.” Jerry, a systems analyst 
for over five years, had had a crack at 
forms 





eontrol, procedure writing, SYS- 
tems survey, work simplification. What 
stirred up his comment on the paper 


facts-of-life? Here is what _ pened. 
“Jerry,” his boss fd ‘said, “It has 


just come to my at#ention “Nhat we are 
making 17 copies of our purckase order. 
Now that’s just f6o much paper—alto- 


gether too much We've got to eut down 
on paper argetfid here. Pretty soon we 
won't beed@@ing anything else but shuf 
fling papex, Now, Jerry, this is an order. 
Cut out sevan ol those edpies and do it 
today.” 

The boss ratsed his hand as Jerry 
started to say something. “No excuses. 
Starting Monday see that only ten copies 


of the P.O. go out. And it seems to 


me, Jerry, that I shouldn’t have to do 
this,” the boss added with a bit of chill 
in his voice. “What is the matter with 


your forms control to ever let that m: ny 
copies be Poe d our qm the first p! ace: 
Be fore he copa Say anything mare, 
Jerry was baék at his desk, with a 
frustrated feeling in his stomach. Well, 
an order is an or@er. So Jerry went over 
the pure has se order copy .. distribution 
list. He eut out e seven copies that 


seemed to him ffurt the least. Then 
he told the supervisors of those seven 
sections. 

Monday the new order went into ef- 


fect. On Wednesday Jerry was in one 
of the departments that was no longer 
getting a copy of the purchase order. 
He was shocked when he saw one of 
the clerks copying, on a typewriter, a 
series of purchase orders issued the day 
before! 


Re eae Ure cesamgeimac ie: sore 


THE PAPER CHASE 


- LESLIE H. MATTHIES 


Supervisor of Engineering Systems’dnd Procedures, 
Northrop Aircraft, In¢c.;-Hawthorne, Calif. 


Jexry asked the supeftvisor why. The 
man §imply said, “My }follow-up men 
have fp have somethingito work from. 
You cat out our duplicated copy. Now 
we have to type our ow. Doesn’t seem 
smart fo me.” 

Jerry asked him whW he couldn’t use 
- copy that was fled within 30 ft. 

f hing in_anettitr section. 


“Ngt-practical, Jerry. That copy is 
filed by vendor. Also it’s in another sec- 
tion, under a different supervisor. My 


follow-up work is based on time anc 
urgency. Our copies of the P.( 
be sorted by time 


). have to 
requirements, pri 


marily by ordering lead-time and that 
varies from preduct to.preduct, vendor 
to vendor, se&son by season, Frankly, 
Jerry, cutting\ out our copy may seem 
smart to you, hut to he hokest, I don’t 
think it’s smart ‘et all.’ 

Jerry stayed there, and Re and th 


supervisor timed the typing df the pur 
chase orders. The y average 4221.6 min 
utes each, includ ing: proofingy One copy 
from the duplicat6retalL put oh, ase orders 
were processed on the spirit duplicator ) 
took second to turn out: 
1296 typing-seconds against one dupli 


less than one 


cator second! 


Jf you could get a produet one way for 
a Single penny, vet vet it another way 
for 4296 pennies, there certainly ean bi 
no.preblem of a choice. Jerry continued 


his paper chase. What about the other 
six copies that he cut out on a direet 
order from his boss? 

In eachtof the other sections Jerry 


found thé it" ties had resorted to copying 
all or a part of fftmdéempation from 
each purchae order. One man, who had 


been ge tting two copies, id formerly 
filed one g@py by vendorfand one by 
P.O. numper for cross rgference. Now 


that he Mad only one e@py, he filed it 
by verfor, but had hig girl type up a 
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rr 


x 5” ecard for the 
had to order 


cross reterence file. 
He a special form for this 
purpose, plus a new file cabinet, plus a 
set of numerical divider guides. His girl 
could prepare the few items on the card 
in about two minutes for each purchase 
order: 120 seconds against 
for the duplicated eapy. 

In this sectjon Jerry did find « ( 


vantage in the change-reduced fil 


one second 
ie ad 
space 























requirements’ space for a 3” x9” card 
instead of for a 8147%x11” sheet of 
paper. Jerry went on, checkigg the 
other sectiony that no longer rewgived 
copies of the purchase order. 

At the end his paper chase, he 
idded up an esQ\mated total time § 
extra transeriptio The tot; Fan- 









s. Seven 
seconds by the duplicator, 3,127 seconds 
by transcription for exactly the 


scription time was 3, 


same 








produet—seven copies of the purchase 
order! As Jerry said, “How do we ex- 
plain things like this to our bosses?” 

Well, how do we? W hat did you do 
after your first papeéK\chase? At some 
time almost every/systeN\s man has ex- 








perienced pressi direct order, 
his to 
tru is, the average fboss can’t 
ime to think suchy# specialized 
He, and his 
r bosses, feel g4fatural resentment 
paperwork perhaps as a sym- 
ohtening overhead costs. 
; jp-side staff meeting, | 
subject comes up. The bosses say, “T 
much paper,” or “Got to eut it down,’ 
or “This overhead is killing us.” They 
may add, “Let’s tighten up on forms 
control—eut. down on copies, eliminate 
bootler forms.” 

These strained attempts to 


hos "ec 


irom 


boss, 





“ent down 


paper” are popular. If you, as a sys- 
tems man, question the paper cutting 
approach, you run the risk of being 


thought “unpatriotic” toward your com- 
pany’s welfare. But as they 
about the systems manager, 
often walk right toward 

If it is to the eomps 
question any panacea 







$F 
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tts problem, even if itfis his own 
bos& approach, the sygg#ms man must 
const ely point t the faults in 


that approach. This is indeed a delicate 
problem, but one that we can’t sidestep. 

Paper, in itself, is a relatively cheap 
commodity. It is a material that every- 
body uses as an administrative tool. In 
a factory operation, the manager un- 
derstands a request from his industrial 
engineer for thousands of dollars to 
build tooling. Most of this tooling is 
built of steel. 'T Tanager, who udder 
stands the the tooling, almost 





Too much steel!” 
Paper, 
in the facto 
construct 
form, is a 
paper itself 


like S e| 


, 1s 
a Meuse ito 
Toews: as a privépd 
tool. The acre sheet of 
is merely a carrier—a phy 
sical surface upon which we earry in 
formation. Paper is a physical surface 
on which we construct a mental pattern 
which guides us through administrative 
channels of action. 

Take the case of the supervisor who 
used the copy of the purchase order as 
a follow-up reminder. He didn’t want 
the paper, as such. He wanted the in 
formation that the paper carried. He 
wanted the information in the purchase 
order pattern. His follow-up men used 
this informat ool to help them 


























ieir work—to foll&w up on critical 
materials and parts—& be sure that 
these items were on INnd when the 
7 needed them. 

2_demyr ‘information that he 





ar to work leaves us only one of two 
alternatives : 

1. Get into his operation, study it, 
and then show him how he ean operate 
without the information. 

2. Expect him to increase 
head costs by transcribing the informa- 
tion within his section. 

Can you think of 
tive? Can the 
time to study 
merely to 


his over- 


alterna 

take the 
each copy 
paper that 
119) 


any other 
systems man 

the need for 
save a piece of 


(Continued on page 


ia 
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Decentralized Forms Control 
For Decentralized Offices 


RAY MARIEN 


Manager, Forms Control and Procedures, 
Olin Mathieson Chemical Corp., Brooklyn, New York. 


HE CLASSIC APPROACH to 

forms control has always been one 

of centralization. It has been be- 
lieved that the devree ot control depends 
upon the degree of centralization; and 
the greater the centralization, the more 
successful the program will be. 

This approach has led to considerable 
head-shaking lately. Not 
unsound, for in theory it 
but because the trend in 
agement is 


beeause it 1s 
is excellent, 
modern man 


toward decentralization. 





The master numerical file, housed in ten legal size cabinets, contains current samples of the 
14,000 forms in use throughout the corporation. 


Control then, has unhappy connotations. 
It is not a word that fits harmoniously 
into decentralized operations. 

Over the years, the necessity of a 
forms control program in any large or 
ganization has become an accepted fact. 
It is a basic factor in paperwork con 
trol. How then such a program, 
based so completely on centralization, 
fit into a decentralized company? That 
is the problem facing many large cor 
porations today. 


ac CS 
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At Olin Mathieson Chemical Corp. 
we believe we have found the answer. 
We have installed a program that is 


decentralized in operation, yet retains 
effective control. If this sounds bewil 
dering, let us explain how it works. 

To begin with, Olin Mathieson is a 
greatly diversified corporation. It makes 
such widely varied items as guns, anti- 
freeze; cellophane, kraft and flax pa- 
per; pharmaceuticals and toiletries, in- 
dustrial and agricultural chemieals, bat- 
teries, furniture, brass products, explo- 
sives and ammunition, and many others, 
in plants all over the world. Thus, in 
addition to decentralization, it presents 
another facet of modern management 
diversification. 

Obviously, it is foolish to attempt to 
production forms that can be 

standards throughout a com- 
pany making such a wide variety of 
products. However, there many 
other types of forms that can be com- 
bined; forms of a more general nature, 
such as personnel forms, acounting 
forms, requisitions, ete. 

To R. B. Lewis, our vice president 
and controller, the solution was readily 
apparent. Why not control the parti 
cular forms at the individual locations, 
and the general forms at central 
point? The idea sounded good and we 
set up our forms control organization 
accordingly. Control points were estab- 
lished in several regions throughout the 
company. Each control point became a 
forms control wnit, servicing a number 
of plants within its own jurisdiction. 
Naturally, the units cover only plants 
and locations within their own sphere 
of production. One unit handles the 
chemical plants, another the pharmaceu- 
ticals and toiletries, a third the arms 
and ammunition, and so on. 

Each unit maintains, at a central lo- 
cation, a complete forms file: numeri- 
eal, for working purposes; and fune- 
tional, for attempted consolidations 
within that area. These units are com- 
pletely autonomous in operation and 
work as part of the local forms control 
and procedures departments, directly 


design 


used as 


are 


one 
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The functional file contains one copy of every 

form indexed by function. There are 200 sub- 

jects with numerous sub-headings. By group- 

ing forms of similar function for study and 

possible consolidation, these five drawers are 

the key to Olin Mathieson's efficient forms 
control program. 


under the divisional controllers. 

At the corporation’s headquarters in 
New York City, there is a corporate 
forms control and procedures depart- 
ment. Here, policy is defined and pro- 
grams established for the local units. 
This is the nerve center of the company’s 
forms control program. 

When local units are established, the 
forms people come to New York for a 
comprehensive, two-week training course 
in forms control. This course covers the 
design and control of forms, the study 
of paper and printing processes, and the 
operational problems peculiar to each 
location. 

In New York, master forms files are 
maintained, containing the 14,000 dif- 
ferent forms used throughout the cor- 


79 








EMPLOYMENT APPLICATIONS 








COMBINED 





poration, classified functionally and 
cross-indexed to numerical files contain- 
ing several copies of each form. The 
using and annual usages at 
each point, are posted on the folders. 
Back at the local unit, the forms con- 
trol department has the virtue of fune- 
tioning as part of its own division. It 
loses the onus of being a “dictated” pro- 
gram that many miles away 
in an ivory tower. Truly, it is part of 
the local operation. Yet, it performs its 
part ol the corporate entity 
equally well. Whenever a form comes up 
for printing that looks like it has po- 


locations, 


emanates 


job as 


A preliminary draft 
of the proposed cor- 
porate-wide form is 


sent to the local 
forms control anal- 
ysts. Their task is to 
convince local per- 
sonnel that the cor- 
porate form can 
serve them ade- 
quately and save 
money. 
80 


INTO 1 


One functional file 
folder held 18 forms 
which were doing 
the same job. This 
impelled the  at- 
tempt to combine 
them into one form 
for corporate-wide 
use. 


tential use elsewhere in the corporation, 
it 1s promptly sent to New York 
action. There, the corporate unit cheeks 
its functional file and, if 
is possible, begins working 
mediately. 

The problem of acceptance 
for “eorporate” then 
back to the local units, where the neces 
sary approvals are sought. There is noth- 
ing dictatorial in the operation of the 
program. It is sell consolida 
tions when the approach is on a loeal 


Lol 


a consolidation 
on it im 
Falning 


torms 18 passed 


easier to 


level. The procurement and distribution 


ot corporate forms is then turned over 


11 eT | 





THe Orrice—April, 1956 





PETAL SMOOTH 


Oink Peal 


ERASERS 


America’s favorite pencil 
eraser is soft as a petal... 
smooth, pliable, reliable Pink 
Pearl. Seen on drawing boards 
everywhere—in standard or 
pencil shape. Both types 
remove pencil marks cleanly, 
without roughening the paper. 
Trademarks Reg. U. S. Pat. Off. 


Since 1849 


EBERWARD FABER 
pala Ua Gun in uniting 


NEW YORK * TORONTO 


For More Information Circle No. 121 
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EAST ALTON, 


BALTIMORE, MD 


NEW HAVEN, CONN 





NEW YORK CITY, N. Y 


CORPORATE 





WEST MONROE, LA 


BROOKLYN, N. Y 


PISGAH FOREST, N.C 


Forms control organization of Olin Mathieson Chemical Corp. 


forms in line with corporate standards. 


Each unit processes its own 


New forms with potential corporate-wide use are 


submitted to New York for possible consolidations. Drafts of the proposed form are circulated 


to all locations for approval. 


to the general purchasing department tor 
handling. 

The suceess of a program ol this sort 
depends greatly on the training of the 
local units. If this is handled properly, 
the net effect is a similarity in thinking 
throughout the forms units. This re 
sults in standardized forms, interchange 
of ideas with other units and complete 
cooperation with the corporate depart- 
ment. 

The men selected to undergo this train- 
ing must be flexible enough to perform 
the difficult task of working under dual 
supervision. At an administrative level, 
they report directly to the divisional 
controllers. They are an essential part 
of their staffs, performing work for 
these particular segments of the cor- 
poration. On a functional level, they are 
part of the overall corporate forms pro- 
gram and are responsible to the cor- 


82 


New York keeps a master file of all new and revised forms. 


New York. It is 
a question of “serving two masters” and, 
if carried out in the right manner, can 
greatly add to the suecess of the entire 
program. 


porat department iY 


Periodic progress reports are sent to 
headquarters. These list the 
forms redesigned, the number of forms 
eliminated through and 
the dollar savings achieved in forms eost. 


number of 
consolidations, 


A consolidated report is then prepared 
by the corporate unit for top manage 
ment, and is eireulated to all points. This 
serves the dual purpose of keeping 
everyone informed of the progress of the 
program while, at the same time, it 
stimulates friendly rivalry among the 
local units. 


Needless to say, the procedures pro- 


gram operates along much the same 
lines, but that is a story for another 
time, 
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Try them 
in your office... 


ldak-saMmel-lerrer= 


The Burroughs Ten Key 


Tale Burroughs Director 


Now you can try a great new 
acertle ur Melololite brit] ligelaiiile Murer 
in your office, ‘on your own work, at 
our expense! See for yourself those 
features that make big work loads 
melt fast. 


And remember, you can rely on 
Burroughs to offer business machines 
precision-engineered for the utmost 





in accuracy. Why not phone today 
for a demonstration without obliga- 
tion? Our local branch office or 
dealer is listed in the Yellow Pages 
of your phone book. 


“Burroughs” is a trademark. 
BURROUGHS CORPORATION, DETROIT 32, MICHIGAN 


For More Information Circle No. 133 
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New 
Employees 
Only 
SEEM 
To Be 
Stupid 


B. W. ELSOM 


Director of Employee Services, 
Boston Store, Milwaukee 


HE PRESENT tight labor market 
has put some supervisors into a sour 
frame of mind. They say bitterly, 


“The new employees I’m getting now- 


adays are so dumb that nobody could 


teach them anything!” 

This crabby mental attitude, of course, 
only serves to make the situation that 
The new employee senses 
with 


much worse. 
you are impatient and 
him, and this starts him off on his new 


disgusted 


job with a poor attitude and increases 
the number of mistakes that he makes. 

Chances are that new workers are not 
so completely dumb as to deserve this 
But if the supervisor 


caustic appraisal. 
into the frame ot 


allows himself to get 
mind in which he believes they are all 
dumb, his uncharitable verdict will serve 
to make him churlish and surly in his 
dealings with them. He will be more 
likely to overlook any signs of intelli 
gence manifested by beginners. His 
eynical attitude will bring out the worst 
in his new employees, rather than the 
best. 

Remember always that an 
probably compares 
employees with experienced workers who 
are now on his staff or who have just 
left. New employees will always seem 
dumb in comparison with old employees. 


executive 


unconsciously new 


84 


If you went into a shoe store and said 
to the clerk, “I want a pair of 
that feel precisely as comfortable as my 


shoes 
old ones,” the clerk couldn’t fill the or 
der. New shoes just don’t feel as com 
tortable as old shoes, even though they 
be exact duplicates. You have to break 
them in befor they attain that old-shoc 
comtort. 
Exactly the 
vou have to break them in, 
teach them the skills, correct the errors, 
iron out the rough before they 
can be fairly compared to your present 
experienced force. It is almost impos 
sible now to hire skilled, experienced 
workers. We best we 
can with the material hand. 
There is no value in sour at 
conditions which are inevitable. We are 
up against a labor shortage which is un- 
pleasant—but an inescapable reality. 
The situation calls for neither cynic 
ism or despair. It calls only for a clear 
sighted appraisal of the situation, and 
a realistic approach to a problem that 
exists. It won’t help us one little bit 
to call our new workers “dumb,” or 
caustically think of them as dumb. They 
are green, scared, awkward, ill-at-ease; 
but they can be molded into the 


hility to do their jobs well! 


same thing is true of new 
employees 


spots, 


have to do the 
that is at 
fretting 


capa 
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VIR Y NIE 
2>O=2CARAT 


GLASS 


Would you buy it? 
No, you wouldn’t buy a gem stone 
from a picture because you know a 
photographer can make a piece of 
- glass look like a diamond. 
“-@ 
Ae a Le Sf Neither would we expect you to 
order carbon paper just because we 
showed you a pretty picture of it. No illustration can conclusively prove 
how HERMETITE NON-SLIP PROCESSED CARBON PAPERS reduce 
handling and makeready time, produce perfect copies and wear longer 
even on electric typewriters! To get real proof of this, send a trial order 
for HERMETITE NON-SLIP PROCESSED CARBON PAPER to one 
of the following manufacturers. Specify your carbon requirements and 
you'll receive the weight best suited to your needs. Then test it in your 


own office and see why it pays to use the best. Write today, to: 


American Carbon Paper Mfg. Co., Ennis, Texas 

Capital Carbon & Ribbon Co. Ltd., Ottawa, Ont., Canada 

Continental Ribbon & Carbon Co., Inc., 2704 Polk Ave., Houston 3, Texas 

Kores Carbon Paper & Ribbons Mfg. Corp., 43-49 Bleecker St., New York 12, N. Y. 
Miller-Bryant-Pierce, Aurora, Illinois 

Old Town Corporation, 345 Madison Ave., New York 17, N. Y. 

Pacific Carbon & Ribbon Mfg. Co., 1451 Harrison St., San Francisco, Calif. 

Write, Inc., 420 Lexington Ave., New York 17,N. Y. 


ermetite corporation 


Carlstadt @ New Jersey 


For More Information Circle No. 143 
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EXCELLENCE IN FINE PAPERS 


This symbol of the Eastern Corporation is 
your guarantee of excellence. Backed by a — 
proud heritage founded on generations of ’ 
paper making—it signifies the excellence “| 
in quality of Atlantic and Manifest business 
papers. This has made Atlantic first in 
sales of all genuinely watermarked bonds... 


and Manifest the leader in economy bonds. 


/ . ‘ | ,. 2 eed 
j co a 
PRODUCTS OF EASTERN CORPORATION. BANGOR, MAINE - MANUFACTURERS OF QUALITY PAPER AND PULP 
MILLS AT BANGOR AND LINCOLN. MAINE - SALES OFFICES: NEW YORK, BOSTON. PHILADELPHIA. CHICAGO AND ATLANTA 


s 
Bk 


For More Information Circie No. 126 
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ERVICING over 2,500 supermarkets 
with the hundreds of items of toilet- 
ries, drugs, housewares, toys and 

sundries found in modern markets today 
has required the greatest speed and ac 
curacy in our record keeping methods. 
After thorough investigation of many 
accounting methods, we believe that we 
have one of the fastest, most simple and 
low cost accounts payable plan that an) 
firm has devised. Moreover, the equip- 
ment used for this plan also handles all 
of our other accounting work. 

Groves-Keleo, Ine., is the largest rack 
jobber in the upper midwest, serving 
stores in Minnesota, the Dakotas, Wis- 
consin and upper Michigan. The firm 
was founded in 1948 by Elliott Royce, 
president, and Arnold Royce, vice presi- 
dent, who, in those early years, counted 
five employees on their payroll. Em 
ployees now number over 100 working 
in over 25,000 sq. ft. of warehouse space. 

As a wholesaler of rack service items, 
we deal with over 500 vendors on our 
accounts payable work. Manual posting 
began to bog down badly under our con- 
stant business growth, and a year ago 
we started a study of our accounting 
procedures in an attempt to find a 
method that would keep our figurework 
current and yet accurate. 


Mr. Levin who ex- 
plains how his firm's 
machine accounting 
system helps them 
keep pace with an 
ever-increasing _vol- 
ume of business. 
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Rack Jobber’s 
Accounts 


Payable 


System 


JULES LEVIN 


Office Manager, Groves-Kelco, Inc., 
Minneapolis 


Last May Ist we installed a Bur 
roughs Sensimatie Accounting Machine 
with features designed to meet our re 
quirements. Immediately, our account- 
ing work began to be done on the basis 
of current business, and we were getting 
the to-date totals and figures that are 
for good manage- 
ment. Although our one machine handles 
all of our accounting work, ineluding ac- 
counts receivable, payroll and general 


necessary business 






































tli ie _S 





The accounts payable system at Groves-Kelco, Inc., combines into one operation the prepara- 
tion of voucher, check, general ledger and a combined check register and purchase journal. 
Posting time is reduced to a minimum. 


ledger work, our most outstanding ap- 
plication has been on the payment of 
our bills. 

As invoices are from sup- 
pliers, they are checked for accuracy of 
price and marked with a code number 
for distribution to our appropriate ac- 
counts. Then they are filed alphabetic- 
ally by vendor’s names according to the 
due dates. As bills come due, the invoice 
is matched with the receiving report, 
and the name and address of the firm to 
be paid is typed on the face of the check 
for later stuffing in window envelopes. 


received 


88 


voucher check 
is inserted in the machine and the oper 
ator lists the invoice number and amount 
of the invoice. Dates are printed auto 
matically. All invoices charged to active 
accounts (purchases) are distributed by 
selecting a memory unit on the keyboard. 
All invoices distributed to inactive ac 
counts (building maintenance, ete.) are 
stored in one miscellaneous memory unit. 
After the last invoice has been listed, 
the total of all invoices is printed, the 
discount is determined and the new 
amount is printed automatically on the 


In one operation, the 
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@ ‘i 
1.2 OUT Style 


EFFICIENT 





ECONOMICAL 


N 


IMMACULATE 


Speed up... Clean up... all typewritten 
copies with wonderful Huron Copysette 
Typed copies are cleaner, sharper, and are 
more uniformly legible throughout A com 
plete unit, ready-to-use, with carbon and 
second sheet already aligned ... no time 
lost separately counting carbons and second 
sheets and then aligning them 


Simplicity of use and smudge-free 
characteristics make Huron Copy- 
sette a pleasure to work with and 
boosts office morale wherever it is 
used. 


Clip the coupon and send in today 
for your free samples. 


PORT HURON SULPHITE & PAPER CO. 


PORT HURON, MICHIGAN 


For More Information Circle No. 164 
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Process Sheet or Puzzle? 


Important facts and figures can fade—get 
smudged or even get rubbed out when process 
sheets, work orders and parts lists are sub 
jected to oil and grease plus many handlings 
Then the guessing starts and wrong guesses 
cause costly rejects 
MODERN duplic iting ends that problem 
gives you copies that stay clear and easy to 
read even when put in with oil-soaked parts 
Your A. B. Dick Company distributor will 


AB DICK 


be glad to show you the many new develop 
ments in MODERN duplicating. His recom- 
mendations will be unbiased because he has 
mimeograph, spirit, 
ind offset. You'll find his name 


all four major processes 
Azograph 
listed under Duplicating Machines in the 
classified section of your phone book. Or write 
A. B. Dick Company, 5700 Touhy Avenue, 
Chicago 31, Ill. InCanada: A.B. Dick Company 
of Canada, Ltd., 189 John Street, Toronto 


MIMEOGRAPH - OF FSET PIRIT PROCESS 
AZOGRAPH » IMPRESSION PAPER 


FOLDING MACHINES 


For More Information Circle No. 172 
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voucher. At this point, the machine’s 
carriage opens, the voucher check is 
dropped to the check writing line and, 
by depressing a motor bar on the ma- 
chine, the complete check is written and 
numbered automatically. 

Where there are distribution items to 
the inactive accounts, they are at this 
point posted directly to the general 
ledger. The total of these postings is 
accumulated and, at the completion of 
checkwriting, must agree with the total 
miscellaneous distribution accumulated 
in the miscellaneous memory unit while 
the invoices were being vouchered on 
the voucher check. 

At the same time the voucher checks 
are written and the general ledger 
combined register and 
purchase journal is prepared as a_ by- 
product of the operation. This combined 
journal is a continuous form with per 
forated separations. At the end of a 
posting run, totals of distribution to 
active accounts, discounts and 
written are printed automatically on the 
journal and posted in total to the re- 
spective general ledger accounts. Each 
page of the journal is the same length 
for convenient storage in a binder. 

The voucher check itself is a three- 
part snap-out form with the original 
copy sent to the vendor. The duplicate 
is attached to invoices being paid and 
filed by vendor’s name. The triplicate 
is filed in check number order. 

When the bank statement and 
celled checks are received, the checks are 
filed numerically, and the bookkeeper 
reconciles the bank account from = the 
journal sheets which had been prepared 
as a by-product of the original cheek- 
writing. The totals to which he must 
reconcile are already on the general 
ledger card. 


posted, a check 


checks 


Cali- 


Herman Aleksandrovitz, billing department 

supervisor, and Nancy Whitefield who oper- 

ates an accounting machine at Groves-Kelco, 
Inc., Minneapolis. 


The time required to voucher and 
write a check averages less than a min- 
ute. We average some 25 checks a day 
and about 150 checks on the 10th of the 
month. The average day’s complete job 
of matching invoices, posting and typing 
names and addresses, rarely takes more 
than an hour. Under manual posting, 
we devoted between 21% and 3 hours for 
this task. We now have more accurate 
and complete records before us at all 
times. 

During the remainder of the day, the 
accounting machine is used for accounts 
receivable, payroll and other bookkeep- 
ing work. These jobs are also handled 
rapidly, easily and accurately with all 
computing done automatically. Not only 
have we met the demands of new busi- 
without hiring additional 
nel, but we believe that considerable ad 
ditional business can be handled satis 
factorily with the same equipment and 
clerical help. 


hess person- 





Representative Lawrence H. Smith of Wisconsin complained that Capitol 
adding machines were out-of-date. His office tried to figure the interest paid 
on the national debt in the last 22 years, according to United Press, and had 


to finish the job with pencil and paper because their machine only totaled 
millions. The answer was $79,000,000, 000. 
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OFFICE POLITICS 


PAUL J. LATZER 


FFICE POLITICS consists of the 

intrigues, the self-constituted spying 

and tale-bearing, the cliques and al- 
liances by which certain employees seek 
illicitly to gain advancement or some 
kind of control. After years otf 
office supervision and of teaching office 
management, I have come to the con- 
clusion that this matter is which 
a manager ignores at his peril. 

The bases of this pernicious form of 
activity are varied: personal ambition, 
social stresses, partiality by the super- 
visor, hostility toward new employees, 
inequitable salary schedules. But the 
apple polisher, the fair-haired boy, the 
backbiter and back-stabber are apostles 
of a creed which preaches that who you 
know is more important than what you 
know, and that to be “in right” is more 
desirable than do the work right. The 
operations of internal polities may be 
relied upon to increase labor turnover 
and costs, lower morale and efficiency, 
and directly or indirectly threaten the 
security of the supervisor himself. 

First, and most obvious, in view of th 
slowness of promotions in many offices, 
is that the office manager himself is not 
infrequently the target for an unscrupu- 
lous individual. Rumors as to his per- 
sonal life, “outside” employment or re- 
lationship with certain subordinates, may 
be deliberately spread to undermine his 
authority. 

In one instance, it was rumored that 
the corporation secretary, who acted as 


some 


one 


office manager, a woman of about 40, 


ee all 


was on intimate terms with the execu- 
tive vice president. The secretary chose 
to ignore the matter but, after a month 
or so, found her position becoming quite 
untenable. While no one was overly in- 
subordinate, female employees joined in 
a thinly disguised non-cooperation move- 
ment which made the officer’s work so 
difficult and unpleasant as to force her 
retirement. She did not appear to no 
tice that the most “righteous” woman 
in the cabal was actually her chief 
clerk. Had the secretary exhibited a 
personal interest in her subordinates, 
marked by friendly inter 
views, she would undoubtedly have been 
apprised of the situation in time to take 
proper counteraction. It is fortunate 
that rarely are all empolyees opposed 
to any supervisor. 
While a_ friendly 
ployees’ affairs is 
friendships is dangerous 
powerful source of suspicion and in 
trigue is the manifestation of partiality 
or favoritism. Under any circumstances, 
the fairest executive may be suspected 
of this, but if any employee is related 
to him or to any of the other company 
officials, suspicion will be general. Even 
if the supervisor merely goes to lunch 
with a certain clerk, or drives to and 
from work with him, the implication will 
unquestionably be drawn that his com 
panion is a fair-haired boy and “in 
right.” Then the allocation of work will 
be watched very sharply because it is 
natural to suspect that the favorite will 
probably be getting off easy. It simply 
must be taken for granted that friend 
ship or familiarity with a subordinate 
will invariably arouse a question as to 


occasional 


interest in em 
torming 


because a 


necessary, 


“I dunno—something 
about office work 
appeals to me.” 








The WATERMARK on fine PAPER like 
the HALLMARK 
on fine SILVER 


is the Maker’s 


proud seal of 


ACCOMPLISHMENT 


t TRIAD 


MIMEOGRAPH, BOND, and 


ALL DUPLICATING PAPERS, bear this 
Exclusive WATERMARK IDENTIFICATION 


ela Just as on a work of art, the maker's signature on his product 
A } connotes pride in his work! As early as the thirteenth century, 
papermakers were impressing their trademark on their handmade 

paper while it was still in its wet state (hence the “watermark”™). 

Today the same process is achieved in TRIAD papers by machine, 

> but the reason for putting the watermark there remains the same. 

It is still a sign of integrity and quality respected by paper 

° a 4? experts the world over, and is used only on first grade papers. 








TRIAD watermarked papers are brilliantly clean and clear. 
Tested for strength and cut to exact sizes at the mill, they have the precise moisture content, 
excellent opacity and full body for high speed operation. 
All TRIAD papers are packaged in travel-worthy, moisture-proof wrappers. 


Your paper merchant, printer or stationer knows TRIAD watermarked papers and can 
supply you. Check him today. 


MIMEOGRAPH, white 16, 20 and 24 Ib. 8 colors 
TRIAD BOND, white 16 and 20 Ib 
SPIRIT DUPLICATOR, white 16 and 20 Ib. colors 


OFFSET DUPLICATOR, white 16 and 20 Ib. 


GROVETON PAPERS CO. 


GROVETON, NEW HAMPSHIRE 


PHOTO OF PAUL REVERE, COURTESY MUSEUM OF FINE ARTS, BOSTON 
For More Information Circle No. 129 
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the executive’s motives. 

This situation, in turn, encourages the 
apple-polisher, who feels it advisable to 
form an alliance, or get on the right 
side of the favored The schemer 
is quick to sense the fears, shortcomings, 
likes and dislikes of the supposed favor 
ite; then can usually point out to him 
the things the executive “should know”, 
to the joint advantage of the pet and 
the informer. Generally this takes the 
form of “inside information” about other 
employees who are 
they seem”, who are “killing time”, or 
are “empire builders”’. 

There is one sure preventative flor 
this activity: the execu 
tive must not put himself in a position 
to support the inequitable 
distribution of work. In this connection, 
general standards for routine tasks such 
as typing, filing, transeribing and cal 
culating are valuable for the formula- 
tion of accurate production requirements 
in any particular office. The impartial 
enforcement of fair standards for all 
is not only highly desirable from a 
morale standpoint, but to obtain maxi- 
mum production. 

Nothing causes more friction and dis 
affection than lack of 
this includes salary standards. An office 
executive complained to the writer re- 
cently that he could not keep efficient 
stenographers for After hiring 
others invariably resigned 
thereafter. When asked whether the new 
stenographers were possibly being paid 
more than the old, he admitted that such 
was the case rising labor 
market in the area. However, he added, 
the new arrivals were always cautioned 
to keep their pay confidential. 

Now, experience indicates that the 
newcomers probably complied with this 
request until the first lunch hour. Pay 
ing new members of a work force more 
than the older ones, for the same serv- 
ices, invariably causes bitter resentment. 
Where office workers are unionized, 
periodical revisions of the wage seale 
are always enforced; where there is no 
union, it is nevertheless 


one, 


rood as 


“not as 


vicious otlice 


charge ot 


standards, and 


long. 


some, soon 


because ot a 


Imperative to 


94 


do the same. Failure in this is a funda- 
mental cause for resignations, lower 
production and intrigue, with the office 
manager at the short end. 

Probably second in importance to 
Lavoritism, untan 


nepotism 1 pay, as 


a basis tor dissension, is the complex 


ot social relationships carried over from 
the outside world. Today most clerical 
workers are women, to whom social, re- 
ligious and marital matters, family back- 
ground, ete., are notably more important 
than to men. The result is a tendency 
for groupings by common interest: edu 
cation, age, family or religion. 

For example, all the girls in a cer 
tain stenographie pool were graduates 
of the town’s central high school. All 
being in about the same age group, 
morale and were excellent. 
llowever, the supervisor, a middle-aged 
spinster, 


cooperation 
became increasingly sour. as 
the girls, one by one, became engaged 
and finally married. Her attitude was 
not unnoticed, and her subordinates re- 
plied by insinuating remarks as to her 
and single status. Accordingly, 
when a vacancy occurred, the supervisor 
hired a spinster stenographer to be on 
her own side. This new employee, com- 
pletely innocent of the situation, found 
herself in an unpleasant tug-of-war, so 
cially ignored by her fellow-workers, at 
times subject to the same taunts as her 
superior. Two weeks of this organized 
boycott was all the older woman could 
take. 

As a matter of: fact, of all people 
in an organization to bear the brunt 
ot ofthee polities, worse off 
than case, a 
petent, likeable, newly hired woman was 
ostracized for no apparent reason. Ac- 
tually, the cause was merely that her 
predecessor, who was quite popular, had 
been It was simply decided 
by the others, irrationally enough, that 
“no could take her place.” This 
could possibly have been avoided by the 
appointment of a sponsor for the new 
comer, an older employee responsible 
for introducing her and advising her. 

When speaking of there 


age 


none are 


newcomers. In one com 


dismissed. 


one 


newcomers, 
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MAILING MACHINE 


Mechanized mailing adds to profits by 
saving at least 80% for every user, without exception. This machine 
gathers up to 8 enclosures, stuffs, seals, meters postage or prints 
indicia, counts and stacks up to 4,500 pieces per hour with only one 
operator. One small mailer, operating only 51/2 hours a month, 
cut costs 86%. A big mailer slashed his 92%. See for yourself; 
get the facts. Use coupon below. 


INSERTING AND 


Phillips MAILING MACHINE co 
0 Se Psburg, New Sone a 
INSERTING AND nd me case history, How oo’ 
i ’ w 
MAILING MACHINE CO. D Ple ciler Be? mall Con 


ase arrg 
PHILLIPSBURG, NEW JERSEY "ee © demonstration for m 
e. 


Name. icin 
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AUTOMATION 
IN DUPLICATING 
a Is HERE! 


.. at the touch of 
a button you can print 
110 copies per 


AUTOMATIC ELECTRIC 


SPIRIT. DUPLICATOR 


The Heyer Conqueror prints in 1 to 5 
colors at a fraction of a cent per copy... 
without effort. Hundreds of sharp, clean 
copies of anything typed, written or drawn 
on the master simply pour out of this new 
duplicator. It ‘‘Always Makes a Good 
Impression.’ 


THE HEYER CORPORATION 
1821 S. Kostner Ave., Chicago 23, III. 





Vers ENGRAVED 


SyyfenrleAds 
DIES ano er <7 OO cx 


—— 1000 
Gormire BUSINESS CARDS 
500 $11 « 1000 $15 GLa iia 
BUSINESS ANNOUNCEMENTS 500 ONLY $26 “GUA ASLO 


CLIP YOUR LETTERHEAD TO THIS AD... 50 LAmEYAyS 
MAIL FOR FREE PROOF 








DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
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is still another 
office plotting: 
employee 


very important cause of 
the resentment of the 
who had hoped to obtain the 
position for which. the new arrival was 
hired. This is a grave matter because 
the disappointed one will frequently 
leave stone unturned to make the 
new member’s work as difficult as pos 
sible, so he will appear incompetent. 
To this end, the aid of friends may be 
enlisted to withhold information from 
the new man. 

In a recent occurrence, a 
graduate was hired to act as as 
sistant to a busy operating vice presi- 
dent, a position that his male secretary 
had hoped to obtain. Naturally, the new- 
did not at realize the office 
polities which surrounded him. A few 
days later, on being asked by his em- 
ployer to prepare an important special 
report, he ran into a puzzling indiffer- 
and ignorance. By diligent effort, 
he finally obtained the desired informa 
tion which the secretary and his clique 
had refused. Not long afterward, the 
secretary had to be dismissed, a most 
undesirable, but not common culmina 
tion to office intrigue. Had the office 
been alert to‘the implications 
involved in disappointing an ambitious 
employee, he would have discussed the 
matter with him, explained the situa 
tion and tactfully requested his coopera- 
tion. Under such circumstances, the 
schemer would probably not have dared 
to impede the company’s work as he did. 

What is the solution to the problem 
of control of office politics? Keeping in 
touch with the attitude of the em 
ployees, and the application of the prin 
ciples of good supervision generally. 

Many personnel men believe in semi 
annual interviews, at which the points 
of view of executives and subordinates 
can be To start off, an at 
titude may be conducted, with 


ho 


young col 


comer once 


ence 


manager 


exchanged. 
survey 


employees being asked to answer anony 
mously such questions as: 


How much does management care 
about the welfare of people in jobs such 
as yours? 

Do the people above you understand 
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So easy.. So quick ..So smart! 


DO YOUR OWN 


did WL 
BINDING 


TOIT 


blade llertatnlabetated 


Compact—Portable—Low-Cost—Always Ready to add 


prestige appearance to: 
@ PORTFOLIOS 9 PRESENTATIONS 
SALES MANUALS @ SAMPLE BOOKS 
FINANCIAL STATEMENTS @ CATALOGS 
PRICE LISTS o SWATCH BOOKS 
CALENDARS @ BROCHURES @ CHARTS 


Sold and serviced by your nearby 
PLASTICO LICENSEE. Write today 
for his name and address. 


Now you can add distinction and con- 
venience of genuine Plastico Binding to 
any piece of literature — right in your 
own office! Two simple operations com- 
plete Plastico binding in minutes... 
let you make a “masterpiece” edition 
of a few copies or hundreds. 


ONLY genuine PLASTICO BINDERS 
have “Arch Design’ for added 
strength and beauty! 


PLASTIC BINDING CORPORATION 


Ask for ] 


By Name 


Originators of Plastic Binding in America 
732 Sherman St. © 10 
Chicago 5, Ill. 


15 W. 24th St. 
New York 10, N. Y. 


For More Information Circle No. 169 
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FACED WITH A 
SPACE PROBLEM? 


YOU CAN “FILE TWICE AS MANY 
RECORDS IN THE SAME SPACE" — 
or The Same Amount of Records 


in Holf the Space 


with the 


Visi-Shelf Units are 
available with doors 
for maximum record 

protection; without 
doors where dust 

protection is not 
essential; or in a 


combination of both! 


Send for Record 
Survey Form & Terminal Digit Filing 
Manual. No Obligation! 


Visi-Shelf File, Inc. 
105 Reade Street New York 13, N, Y. 
Please send the following. 

File Survey Form 

Manual on Terminal Digit Filing 


0-4 


Firm Name 


Address 


For More Information Circle No. 184 


Catalog & Name of nearest distributor: 


See eeoooenweeegq 


all or almost all of the difficulties of 
your job? 
’ Tf there were a better job vacant, 
would the best qualified person always 
or almost always get promoted to it? 

If you have a grievance, are you rea 
sonably sure of being able to get a fa 
hearing and a square deal? 

Do you believe that the company’s 
seniority policy is operating fairly? 

Are you reasonably ‘sure of being 
able to keep your job as long as you 
do vood work? 

Is there any favoritism shown in your 
department ? 

Answers to 
may 
person is 


the 
even 


questions such as 
very revealing. It 
one found with a strongly 
negative attitude, a tendency for illieit 
activity will have been uncovered. Con 
tented workers, fairly treated as in 
dividuals by impartial, competent su 
pervisors, do not tend to engage to any 
great extent in office polities. When an 
undercurrent does appear, occasional at- 
titude and interviewing will 
detect it much be 


above be 


testing 


before damage can 


done. 


a a - 
Duplicating Function 
Continued from page 75) 


whole form LS produced in one press 
run. The savings to be enjoyed with 
this method are quite substantial. All 
purchasing, ordering, warehousing, con 
trol, and waste because of revisions are 
eliminated. The job is run from blank 
stock, quickly with no registration prob- 
lem. We also do this with master nega- 
tives coupled with periodics and double- 
burned, or exposed, in the vacuum 
frame for longer runs and where photo- 
offset quality is For ex 
ample, it is no longer necessary for us 
to stock our own company letterhead to 
duplicate letters to the field foree. The 
letterhead and text are run from blank 
stock on one press run. We have dozens 
of jobs set up to be done in this time 
and money saving manner. 

Our color work is quite limited. We 
do no color halftones, although we did 


necessary. 
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for important 

Office use...the finest 
typewriter papers in America 
Neenah rag content bonds 


and onionskins 





Neenah quality papers are recommended for: 
e Briefs 
¢ Contracts 





¢ Documents 

e Abstracts 

¢ Certificates 

¢ Valuable records 





e Prestige correspondence 
¢ Legal and financial reports 


and all important office uses. 
Neenah papers are also 
available ream wrapped 


Please send me the free pamphlet, Boxed Typewriter 
Paper... how to buy it and why. Plus a list of distributors 
handling Neenah Typewriter Papers 


lecnuth, Signature 


RTMRATER PREERS. 02 
Attach to your letterhead and mail to: 


neenah paper company, neenah, wisconsin 


For More Information Circle No. 112 
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ADDO-X’s light-as-a-dove’s feather touch, 
short key action — minimizes finger travel, 
saves operator's energy. The STEP-O-MATIC 
lever offers you calculator performance 

at adding machine cost when multiplying." 
No other adding machine is so saving of 
your operator's time and energy. 

Write for literature? today. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 


*At 175 rpm. 


+Also on our NEW 
two register machine. 


For further details mail this advertisement with your letterhead. 


For More Information Circle Nu 152 
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try tour-color process on coated paper 
simply to demonstrate that we could do 
it. Fortunately, it was quite successful 


and principally proved that we could do | 


diffieult as well as easy jobs. 

We do a fair amount of linework in 
color, mainly in the form of bar, belt, 
and pie charts which are used by our 
president in his periodic reports to the 
board of directors. 

Quite a number of ordinary and group 
department manuals, for the home office 
as well as the field, are done in our de- 
partment, as well as revisions of our 
own home office telephone directory. 
Booklets of various sorts, convention 
material, group contract pages and cer- 
tificates of insurance, riders and amend- 
ments are constantly being run and re- 
run. Daily eafeteria menus, new busi- 
ness reports and many systems jobs are 
also integrated in our work. We print 
a kaleidoscopic array of bulletins, mem- 
oranda, announcements, slips, tickets, 
letters, forms and folders. Space limits 
any attempt to even approximate a full 
list. A montage of a few typical sam 
ples is shown on page 67. 

We use all four of the major offset 
methods: direct image, photo-offset, 
stencil offset, and dry offset. In addi- 
dition, as previously stated, we have 
added xerography. We also do copy 
typing, automatic typing, polaroid pic- 
tures, gold leaf stamping and Emboso- 
graf signmaking. With these methods 
and our offset facilities, we feel we have 
a well rounded duplicating operation. 

We never file any plates. We do not 
use direct image where there is any pos- 
sibility of re-run. When a job is run, 
the direct image plate is thrown away. 
Of course, a good clean sample copy is 
saved for a limited time. In ease re- 
runs unexpectedly become necessary, the 
copy can be photographed or it can be 
used to make a new master by xerog- 
raphy. Xerox masters are likewise de- 
stroyed after the job is run because a 
new one can be readily prepared, if 
needed. 

In photo-offset and stencil offset jobs, 
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DESTROY OLD FILES, VITAL 
| RECORDS, CONFIDENTIAL PAPERS 


Add filing space by 

destroying cancelled 
checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
“SILVER EXECUTIVE AUTOMATIC" 
Paper Shredder is the only automatic 
feed machine . . . shreds papers into 
unreadable |/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/. HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 
Hud Vidor 


103 MILL ST. + SALEM, OHIO 
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Royal Typewrite 
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When to trade in old typewriters is not a 
matter of “7 come 11.” It is a matter of 
economics. 

For example: After x years your old type- 
writers cost too much to service .. . turn out 
bad-looking work. It follows that at the end 
of x years the time has come to trade in for 
new Royal Standards. 

They enable your typists to do more and 
better work. They take less time out for repairs. 





As part of the “typing-station” picture— 
salary, rent, heat, light} and typewriter sup- 
plies—one new Royal costs less than 1% of the 
entire charge. 

Question: How many years is x years? The 
number varies with the business. Your Royal 
Representative will be happy to study your 
case and make a recommendation. 





standard “rerrririgriisithe 
electric « portable weeeeeeee2ee @ 


Roytype® business supplies 


For More Information Circle No. 140 
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a new idea in metal chair design 


new beauty plus a unique 
flared-back sweep 


which eliminates 


stuffing contact 
with wall 
Protects both chair 


back and wall 


tPrate sins 


METAL-LUX 


lined ultra-modern metal chair 
roup combines a streamlined design of 


| nusual beauty with useful function 
{LZ 1] hair backs cannot scuff walls). An idea 
/ ’ I for use in lobbies, reception roor 
M-7000 FBI or offices. The armchair features deluxe 
Side Cha 


(Padded 


ng seat construction and Tenite 
arm rests. Side chairs are available with 
spring or padded seat. Lifetime frame 
e construction and flawless finish make these 
fine chairs virtually indestructible. The 
Swept-Back"’ grou 


rsbaathe | | end 


p ts designed for 
Write 


etails 


volume sales and profits 
for the full descriptive d 


M-3000 PBL 
Side Chair 


(Spring Seat) there is nothing finer in metal 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Campbell Ave., Chicogo 12, Illinois 
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the negative or stencil is retained and 
the inexpensive photo plate 1S destroyed. 
This saves file space, time and materials 
in preserving plates, and eliminates the 
chance of re-running plates which may 
have become damaged in storage. 

In decentralizing the typing of direct 
image early problem en 
countered trying to confine 
typists outside of the department to the 
copy area of 844”x11” paper when a 
10” x 16” master used. This was 
neatly solved by converting almost 
wholly to 84”x12” masters, plainly 
marked for typing area top to bottom. 
As our greatest difficulty was with right 
and left hand marginal boundaries, fur 
nishing masters only 814” wide auto 
matically prevented typists from going 
beyond the paper limits. 

It should be apparent that we are 
not really in competition with commer 
cial printers. In fact, they are our 
friends and have been extremely helpful 
to us in solving countless problems. The 
bulk of our work is dovetailed in with 
our office systems and routines. A con 
siderable quantity is confidential and 
should never go outside. The remainder 
is short-run, extremely rush material; 
so rush that there is a fair amount of 
practically stand-and-wait service. This 
is not the sort of work a commercial 
printer could do, day in and day out, 
nor would he find it profitable. 

Of course, 


masters, an 
was In 


was 


there are instances 
in long-run jobs where we feel we could 
run a few hundred or a few thousand 
copies each month, rather than have the 
company make an outside purchase once 
a year. In such instances, where time 
is available, we quote on the job to our 
purchasing department, and the valu 
is weighed in comparison with outside 
costs, taking warehouse savings into con 
sideration. If the outside printer can 
run the job more economically, the work 
continues to go outside. Therefore our 
department is not spoon-fed. 


some 


Our primary function is service, and 
if we secondarily save money, fine. That 


we do save money seems to be a safe 
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Height adjusts - stand-up 


or sit-down work 
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Eye-strain std back-strain 
from oo gre - 


\ = pull ‘s 7 ne ae 
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This new Tiffany wonder automatically levels the 
pages...keeps them flat and instantly readable 
at any point from first to last page. This is accom- 
plished by an ingenious 2-piece top with self- 
ieveling suspension that floats vertically and 


= laterally ... adjusts itself t yt f the book 
bd ADJUSTABLE \ through concealed balanced spring action, Smaller 
volumes used in sets can and used in 

HEIGHT! o e i] ets ¢ e join 


order and simultaneously. 


At better dealers everywhere. 


For correct height, the Tiffany 
Duplex adjusts quickly; top 
swivels for use by more than 
one person. Transports silently 
on 2” ball-bearing soft rubber 
casters. Sturdy, all-metal, the 
new Duplex is available in § 
colors. 7350 €6O 8S 7 7h 
Balanced, graceful design com- 
plements modern office decor. oe. CO0OTS §,.M0. 
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MAY 20.24 


BIGGEST NATI 
OFFICE SHOW _ 


IN HISTORY 


PHILADELPHIA’s CONVENTION HALL 


Hundreds of cost saving ideas... | 
over 70,000 square feet of exhibit area... all the latest ideas 
in office equipment and methods . . . 130 national manufacturers 
already in the show. 


Don’t miss it! Office executives from all over the world have 
already made advance registration . . . special teams are being 
sent from England... Mexico... Japan... Sweden. 


NATIONAL OFFICE MANAGEMENT ASSOCIATION 


132 wW. CHELTEN Ave. 


PHILADELPHIA 44, PA. 
For More Information Circle No. 135 
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presumption. All of our personnel are 
trained in our own shop and are under 
a personnel department merit rating and 
job evaluation system that gives recog 
tion to our special problems. In addi 
tion, we have no printing sales expenses, 
no billing or collection expenses, no 
credit losses, minimum wrapping and 
delivery expenses, since so much of the 
work goes direct from printing and 
finishing to its usage. Furthermore, we 
have no profit or dividend expenses, and 
considerable savings in warehousing are 
enjoyed. 

Although we feel we have much room 
tor further improvements and develop 
ments, we are modestly proud of the 
progress we have made to date in our 
reproduction activity. We wish to em- 
phasize that our progress would never 
have been possible without the able as- 
sistance of our printing friends, manu- 
facturers, sales and service representa- 
tives for supplies and equipment, as 
well as our own people. The fact that 
we happen to have installed and are 
using certain equipment rather than a 
competitive make is not to be construed 
as any implication that we recommend 
that equipment rather than any other. 
It just. happens to suit our particular 
need and requirement. 

The Massachusetts Mutual duplicating 
story does not end here. We are at pres- 
ent working on revisions and planning 
further developments. Our sales force 
has increased our total life insurance in 
foree from $3,162,199,261 and a net gain 
of $213,703,766 new business in 1950, 
to $4,892,793,816 insurance in force and 
a net gain of $502,859,538 new business 
in 1955. 

It is the duty of the home office to 
service the insurance after it has been 
sold, and it is the function of our de- 
partment to give service to all ‘the other 
home office departments. With the con- 
stant growth which our company antici- 
pates, the requirement of ink on paper 
will be ever-increasing. We are plan- 
ning to continue to do our part in meet- 
ing that requirement. 
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The only 
concern in the United 
States specializing in the 
manufacture of rag fiber 
Onion Skin and Mani- 
fold papers. 


Fidelity Onion Skin 
Clearcopy Onion Skin 
Superior Manifold 











Their use greatly re- 
duces Typing, Mailing 
and Filing expenses in 
connection with 


THIN LETTERHEADS 
COPIES 
RECORDS 
FORMS 
ADVERTISING 





SEND FOR SAMPLES 





ESLEECK 


Manufacturing Company 
Turners Falls, Mass. 
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Everybody LOVES ‘fresh Linens... 








...and as an alert office manager you realize that employees 
and visitors alike appreciate the hospitable touch of soft cotton towels 
in your washrooms. But did you know how really inexpensive it is 
to provide this comfort through Linen SuppLy Service? It would 
pay you to check. Call your Locat Linen Suppuier (under “Linen 
Supply” or “Towel Service” in the classified phone book). 


M. N O W E R Division of Opelika Manufactur- 
AND ing Corp., furnishers of Textiles 
in all forms to The Linen Supply 
COMPANY deny. 
361 W. Chestnut St., Chicago, IIl. 


For More Information Circle No. 154 
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Right or Wrong 


IN EMPLOYEE RELATIONS 


Can a Salesman with a Good Record Be Justly 
Discharged for Antagonizing a Customer? 


ROUNDUP of day-to-day employee 

problems and how they were 

handled by management. Each in- 
cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals involved have been 
changed for obvious reasons. 


What Happened: 

Peter Reynolds was a good salesman. 
So good, in fact, that he was given an 
important account to service, and did 
so without much supervision from the 
head office. One day when Reynolds 
came to visit the account, he found that 
the eustomer had a strike on his hands. 
Reynolds 


There were pickets outside. 
got into a conversation with the piekets 


and was overhead to say to them: “I 
think you fellows are in the right. If I 
were in your shoes, I’d be out on strike 
The salesman then left, refusing 
to cross the picket line. He was a mem 
ber of a union himself, and later said 
that it was against his union's policy 
for members to cross picket lines. A few 
days later Reynolds returned to service 
the account and discovered that the 
strike was still on. He again engaged 
in conversation with the pickets. 

The strike finally settled, but 
when Reynolds showed up, the account 
refused to do business with him. In fact, 
the customer sent a strong note to Rey 
nolds’ stating that Reynolds had 
interferred with the strike, and that it 
didn’t want him coming around. Fur 
ther, they wanted him fired. The eom- 
pany discharged Reynolds for “antag 
onizing a customer.” The case came to 
arbitration. Reynolds put in the fol- 
lowing defense: 


” 
too, 


was 


boss 
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1. His discharge had nothing to do 
with his job as a salesman. 

2. The strike was all over and the em- 
ployees who engaged in it were all taken 
hack. There is no reason for post mor- 
tems. 

3. The customer had no reason to be 
A man has a right not to 
line as an “individual 


so exercised. 
cross a picket 
freedom.” 

1, No matter how important a cus- 
tomer may be, the company had no right 
to give in to the demand that he be fired. 

The company’s defense was simply 
that Reynolds showed such bad judg- 
ment in his behavior that they couldn’t 
be sure he wouldn’t antagonize another 
customer if such a situation came up 
again. Then again, management main 
tained, he overstepped his bounds. To 
cap it all, the company held that it is 
hetter to sacrifice a salesman than a top 
eustomer. 


Was the Company: 
RIGHT (7 WRONG [J 





WHAT ARBITRATOR THOMAS A. 
KNOWLTON RULED: “Reynolds’ re- 
fusal to cross a picket line may be con- 
sidered an individual right in this 
situation, implying a minimum of in- 
terference. It is an impersonal act of 
restraint which both labor and manage- 
ment normally expect in this area and 
does not connote individualized hostil- 
ity. But the customer found fault with 
Reynolds because in its judgment he 


extended this form of institutional im- 
personal advocacy and sharpened it by 
public expression of sentiment. And 
he did that as an employee of the 
company he worked for. Mr. Reynolds 
therefore alienated the customer to the 
point where he was refused permission 
to come back as a representative of his 
company. He thus jeopardized the re- 
lations between his company and the 
customer. I therefore find the discharge 
proper.” 





If an Employee Should Die, Is His 
Widow Entitled to His Vacation Pay? 


<a 
eee Cok OOO) 


PII 


i= —{ o} <0} 


Ce pd ©} — 


What Happened: 

The company had a policy which paid 
4% of earnings as vacation pay pro- 
vided the employee worked from the 
“last ol May ot one year to the last of 
May of the Hlowever, to collect 
the vacation money, the worker had to 
have seniority July 1. On June 
2 of last year, John Bergen had a heart 
attack and died. His widow put in a 
claim for her deceased husband’s vaca- 
tion money. The company, not wanting 
to set any precedents, refused on the 
grounds that John was not on the pay 
roll as of July 1. His widow pooh 
poohed this defense. She rightly claimed 
that her husband was on the payroll for 
a year from May to May. Further, she 


99 
next. 


as ot 


110 


maintained that the July 1 stipulation 
was only for the company’s convenience, 
so that it would have to compute 
the vacation eligibility. Besides, she con 
tended, her husband’s not being on the 
July 1 was not due to any fault 
and technically he still had seni 
didn’t quit and he 


time 


job on 
of his, 
ority 

wasn’t fired. 


hecause he 


Was the Widow: 

RIGHT (4 WRONG 2 
WHAT ARBITRATOR MURRAY D. 
WELCH RULED: “A _ person cannot 
have seniority after his death. It is a 
personal right and cannot be inherited 
by others. Grievance denied.” 
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Copytfiex Does the Work of “Copy Cats”’ Faster, 


Without Errors, and at Far Less Cost! 


Look in almost any department of your company, and you'll 
find clerical employees who are forced by paperwork to become 
“copy cats”—and your company is wasting hundreds to thousands of 
dollars each month because of it. Again and again, 
they copy original information from one form to another by hand 
Their manual copying is slow, prone to errors, and costly 
Modern Copyflex does the work of “copy cats”—faster, without errors, 
and at far less cost. Basic information is written only once—copies 
or other forms utilizing repetitive information are mechanically 
reproduced from the original. Letter-size copies are produced at less 
than a penny each for materials. Copyflex one-writing systems 
speed and simplify purchasing, production, shipping, invoicing, 
, accounting, and a host of other operations. They free personnel for 
Desk top Model 100 Copyfiex copies originals 11 other important work, give you tighter control of operation, 
inches wide by any length. Makes up to 300 copies save thousands of dollars 
of different letter-size originals per hour. Only 
$498.50. Other models available to copy originals 
up to 46 inches wide 


Copyflex machines are quiet, clean, odorless. They require only an 
electrical connection, can be operated by anyone. Mail coupon today. 


Charles Bruning Company, Inc., Dept. 42-G 

4700 Montrose Ave., Chicago 41, Hlino:s 

Please send me information on the Copyflex process and 
, 


machines, 


Copies anything typed, written, (j . 
printed, or drawn on ordinary Nome. , ~ Tite 
translucent paper —in seconds. Company -_ i 








Specialists in Copying since 1897 Address___ ia 
OO EE State 


CHARLES BRUNING COMPANY, INC., 4700 MONTROSE AVENUE, CHICAGO 41, ILL 


tn Canada: Charles Bruning Company (Canada) Ltd., 105 Church St., Toronto 1, Ontario on Ge ee ee ee ee 
For More Information Circle No. 280 
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SPEED-MO 


BRUSH TYPE 
CLEANER * 


Long-lasting 
Nylon 


for OFFICE & FACTORY 
EQUIPMENT & TOOLS 


SPEED-MO's New Formula Fluid is 20 
times safer than carbon-tet . . . won't 
mar nail-polish, burn or explode... 
GUARANTEED to meet Safety Committee 
requirements. 
Nylon-Bristle Brush cleans more thor- 
oughly . . . lasts much longer. 
Push Button Valve regulates flow of 
fluid. 
Control Dial prevents waste, leakage, 
evaporation. 

Over 200,000 Now in Use! 


Money- Back Guarantee! 
incl. Extra Bottle of SPEED-MO 
Cleaning Fluid. 


Refills 50c ea. 4/$1.75 * Patented 








SPEED-MO STAMP PADS 


Outwear All Others 
Desk @ Table @ Portable @ Wrist & 
Printing Machine Models - Flat and 
Spool Types - All Standard 
and Special “‘To Order’’ Sizes. 








SPEED-MO INKS - 


Standard @ Opes @ indelible 
or 


@ Special Stan Colors - for all 
Eurpoces. Medium, Quick-drying & 
aterproof. 








At Your DEALER’s .. . or Send Check 
with Dealer's Name. 


RIVET-O MFG: CO. 
556 Valley Road 
Orange, Massachusetts 
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Can Employees Be Required 
To Work in Rest Periods? 
What Happened: 


The company had 
lowed for two 10-minute rest 
There were four employees 
telephones on their desks. During rest 
periods, the men, according to the com 


a policy which al 
periods. 
who had 


pany, “were supposed to take advan 
tage of lulls in their work to take 11 
easy and to smoke, etc.” They were also 
permitted to send somebody out tor re 
freshments for the group. While they 
weren’t required to do active work dur 
ing these rest periods, the management 
felt that these men should answer then 
phones if customer calls came through. 
The employees didn’t agree. It was their 
contention that rest periods meant free 
dom to leave one’s post and to be free 
ol responsibility. 


Were the Workers: 
RIGHT [( WRONG [) 





WHAT ARBITRATOR CHARLES O. 
GREGORY RULED: “... A rest period 
is really not such if all responsibility 
is not removed; and it certainly is not 
removed if the men are asked to relax 
while standing by the telephones. The 
arbitrator thinks it was up to the com- 
pany to take a position on such rest 
periods and to allow them in the sense 
that the men involved could, if pos- 
sible, procure complete relaxation. This 
virtually implies their being able to get 
away from their posts entirely by 
having reliefs for a ten-minute period 
twice a day, so that all of the group 
may relax at the same time.” 
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**THE FIRST SALES CALL’* / BY ROBERT MEYERS 


On the American Business scene 


Remember your first sales call... the nervous anticipation . . . the rehearsed 
opening phrases . . . the polished shoes .. . the straightened tie .. . the all- 
encompassing desire to make a good impression. 

Making the proper impression is also essential for your business correspond- 
ence. That’s why so many leading business firms stand- 
ardize on Gilbert Quality Papers. 

Gilbert papers are manufactured with carefully se- 
lected new cotton fibres. This makes possible a lasting 
brightness, and added strength. Also, Gilbert papers 
are tub-sized, air-dried for superior erasability and an (iI LB PRT 
unmatched cockle finish. Ask your printing supplier. PAPER COMPANY 


Gilbert Quality Papers 


Gilbert Bond, Resource Bond, Radiance Bond, Lancaster Bond 


MENASHA wisconsi® 


A GOOD LETTER IS ALWAYS BETTER / WRITTEN ON A GILBERT BOND 


For More Information Circle No. 123 
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Southern 
California 
Business Show 
April 24-27 


Los Angeles 


HE 9TH ANNUAL Southern Cali- 
fornia Business Show will be held 
in the largest and most modern con- 
vention area on the west coast—the Am 
bassador Hotel in Los Angeles. Here, 
from April 24 to 27, 
presentation of the new “Ms’—New 
Machines, New Materials and New 
Methods. The Los Angeles Chapter of 


114 


will be the leading 


The Ambassador 
Hotel in Los An- 
geles, site of the 9th 
Annual Southern 
California Business 
Show this month. 


National Assn. of Cost Accountants, 
sponsors of the show, have designed it 
to assist management meet the ever-in- 
creasing challenge to keep office automa 
tion and electronics in pace with indus- 
trial production. The show will be open 
daily from 10 a.m. to 10 p.m. 

Throughout its eight years of service, 
the show has annually attracted thou- 
sands of visitors from as far away as 
Finland, Puerto Rico, Mexico and Can- 
ada. Last year, executives and key per- 
sonnel representing 9000 leading firms 
were in attendance. This year all pre 
vious records for advance space 
and reservations have been broken. This 
is due in no small measure to the new 
location of the business show site and 
to the fact that this annual event is 
a showease of new machines, materials 
and methods for management. 

The Los Angeles Chapter of National 
Assn. of Cost Accountants has over 1000 
members and is one of 129 Chapters, 
international in scope, comprising an 
organization of over 37,000 members in 
the U. S. and over 50 foreign countries. 
NACA is essentially a cooperative move 
ment for the advancement of the science 
oft industrial accounting and for the 


sales 
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SACK BY117 A HOUSE, BY7.. 


Look at the Stand 


that MASO Suilt/ 


This is the TOP, so solid and strong 
Where the best of office machines belong, 
With wide new cups that solidly lock 
| On quick-change channels, firm as a rock 
On Stands that are built by MASO. 






















| These are the LEGS that hold the stand, 
I KN C4 Curved for grace and stoutly spanned 
7 © ISS By a cross-support for safety’s sake— 
Loe ae For strength and beauty no other make 
—< Can compare with the Stands by MASO. 
tei 


This POWER-PEDAL that “tip-toe touch” 
Will raise the stand for moving and such, 
Delights the workers so all request 

That Office Managers buy the best! 

The Stands that are made by MASO. 





These are the WOMEN who say to the men 
That MASO’S baked-on colors blend 

With any color-scheme they try— 

A good reason Office Managers buy 

The Stands that are made by MASO. 


These are the DEALERS that sell the STAND 
That’s bought by the modern businessman 
For costly machines of every sort— 

Sleek as an arrow and strong as a fort— 
That’s Power-Pedaled for “tip-toe touch” 

To work as smooth as a fluid clutch 

To please the women who work for the men 
Who buy from the DEALERS of MASO. 
































— oe l I re 
This is the COUPON to clip and send i 
For the CATALOG that the stands are in— i 
It’s BIG—it’s FREE! SO DON’T DELAY— | Name —_ a —— 
JUST CLIP OR TEAR and SEND TODAY 
For the catalog from MASO. : Address____ 
i City Zone___State__ 
| MASO | STEEL PRODUCTS, INC. 
Room 960 a a ae ee 
$3 W. Jackson Bivd., j 
Chicago 4, Illinois 1 




















EXHIBITORS AT SOUTHERN CALIFORNIA BUSINESS SHOW 


Acme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Alpina Distributor, U.S. A. 
American Photocopy Equipment Co. 
Audograph of California 
Auto-Typist Automatic Typewriter Co 
Browne-Morse Company 

Charles Bruning Co. 

Burroughs Corp. 

Business Systems Inc 

Business Manifolding Forms, Inc 
Commercial! Controls Corp. 
Comptometer Dictation Systems 
Copease Corp. 

Ralph C. Coxhead Corp. 
Cummins-Chicago Corp 

D & R Business Machines Co 
Dictaphone Corp 

Diebold, Inc 

Ditto, Irc. 

Egry Business Systems 
Encyclopaedia Americana 

Elliott Addressing Machine Co 
Executone So. California Corp. 
General Printing & Lithograph Co. 
Griswold Duplicating Products, Inc 
Haloid Co. 

Milo Harding Co 

Harris-Seybold Co. 


Harter Corp. 

International Business Machines Corp. 
McBee Co. 

G. W. McKenzie Co 

Mailers Automatic Enclosing Service 
Marchant Calculators, Inc. 
Master Addresser Co. 

Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co 
George E. Montgomery Co 
National Cash Register Co 

Ohio Chair Co. 

Olivetti Corp. of America 

Pacific Telephone & Telegraph Co 
Photostat Corp. 

Postindex Co. 

Rex-O-Graph, Inc. 

Rex-Rotary Distributing Corp 
Robotyping Co. of California 
SoundScr‘ber Corp. 

Southern California Stationers 
Systematics, Inc. 

Tab Products Co. 

Thomas Collators, Inc 

Tiffany Stand Co. 

Victor Adding Machine Co 
Webster-Ratliff 

Western Union Telegraph Co 
Workman Service Co, 








mutual self-betterment of the account- 
ing profession in general. Information 
about the show can be had from head- 


quarters of NACA’s Los Angeles Chap- 
ter at 731 S. Spring St., Los Angeles 


14, Calif. 


STOP guessing - START saving 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Allows ability to anticipate equipment servicing. 


TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 
ink. No maintenance. Thousands in use in large and Write | 
small plants. Brochure ey ge 
Now get complete, accurate, documented production l & 
data on any machine, process, operation. Eliminates 
costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroanway 


F ; and 
ist of users 


Division of HEAT-TIMER CORPORATION New York 12, NY. eee 


For More Information Circle No. 183 
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: Modesty 
is for the birds 
— when it comes 
to 
crowing about... 





y Ltd 4 


eeumunmmam © 


rNnat-vatorsbal 
Stencil 


Walnut St. - * 
Denver 5, 
Colorado 











even upside-down 


MORRIS SAFE-T-SET 


can't spill ink! 


The Morris Safe-T-Set is puddle-proof 
under al! conditions—absolutely safe. 

Perfect for students or for every desk 
in home and office. Beautifully designed 


“Puddle Proof” 


in today’s colors. Writes for months 
without refilling. Choice of Morris 
long-wearing points made to suit indi- 
vidual writing styles. See the SAFE-T-SET 
at all stationers everywhere. 


BERT M. Morris Co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381] Fourth Avenue 


r Conada McFa on So 








— 
For More Information Circle No. 151 
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The Paper Chase 


(Continued from page 77) 


costs about 2 mills per copy? Don’t we 


have to assume that the supervisor knows 
what information he 

All this doesn’t mean that we shouldn’t 
question every copy—its use, its pur 
We should. Any good forms con- 
trol operation does this. But systems men 
have a big job of education on their 
hands. They’ve got to make people real- 
ize the folly of paper chases. They’ve got 
to help clear away the cobweb and popu- 
lar superstitions about paperwork. 

Paperwork is nothing to get emotional 
about. We can convert paper from a 
headache to an excellent administrative 
tool. We have an educational job to 
do on our on our fellow super- 
visors, and on all administrative work 
ers. Make them realize that a paper 
chase, to eut down copies arbitrarily, 
is rarely an answer to administrative 
overhead. 


needs ? 


pose. 


be SSeS, 


“Oh, Miss Simms, 
never mind 
those figures.” 


2 





























The answer, as any experienced sys 
tems man knows, is the constant survey 
and improvement of one procedural cycle 
after another. That is system’s job. 
Arbitrary chases, after physical paper 
reduction, is not. 

A well designed form is one of the 
finest administrative tools at the com 
mand of a supervisor. Be very sure of 
what we are doing to him, and to our- 
selves, when we deny such a tool. 


RECHENMASCHINEN 


HEINRICH, DIEHL G.M.B.H. RECHENMASCHINENFABRIK NORNBERG STEP. 


Sg 
af 


= 


| 7 
NSTRASSE 49 


For More Information Circle No. 272 
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PHOTOCOPIER 
Kodak Co., Business Methods 
1ester 4, N.Y., makes the Veri 
’ ‘r which produces up to 
re black-on-white copies in one 
Priced at $145, the 
is simple to operate and handles 


only Signet 


It can be op- 
llumination and 
>a lettersize copy 
Papers 

! weight, light 
and yellow 

her applications. 
paper can be 
masters 

‘an produce 
minute at a 

a standard 

an electric 
yosure and activation 


assures 


ressure pad 
| 


between document 
x paper. Dot pat 
glass assures even 


oT eT entire 


More Information Circle No. 369. 
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surface. For 


ELECTRONIC DATA SYSTEM 
Datamatie Corp., 151 Needham St 
Newton Highlands 61, Mass., 


Datamatie 1000, a large 


makes the 


scale, general 


electronic data processing system 


purpose 
designed for offices. Its punched card in 
put translates, edi and transcribes data 
onto 3”"-wide magnetic tapes at 900 cards 
a minute. 2700 ft.) can 
digits o1 


store over . I I a ‘imal 


equivalent dats 165,000 tab ecards. 


Up to 100 reels can be used. Unit can 


read or te at rate of 60,000 digits a 
, , 
second simultaneously 


multiplicat 
comparisons of 11 digit 


1000 


; handling 


ons, 4000 add tions or 5OO0 


Final 


GBO00 


numbers. 


reports are produced at the rate of 


yuunched ecards an hour, or 900 printed 
I 


lines on a report per minute. 


block 


The sys 


tem’s building arrangement of 


units can be set up to completely process 
all phases of record keeping and account- 


4 complete installed system with its 


ing. 
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own air conditioning will cover between 
5000 and 18,000 sq. ft. and rent at 
$30,000 to $40,000 monthly. Datamatic’s 


from 


design allows simpler operation and pro 
vides reliability, positive crror detection, 
circuit and programming safeguards. 
Booklet describes the system’s operation 
For a 


on regular office procedures. free 


copy, Circle No. 359. 


MODULAR DESKS 
s,edford, Ohio, makes 


Group of 


Taylor Chair Co., 
the Transformation executive 
and secretarial desks with reversible tops, 
service pedestals and cabinets on casters, 
designed by Robin Robinson in collabora 
tion with Moselle Taylor. Providing four 


desk arrangements for any office layout, 


¢ 
S 


desk is easily taken apart for re-arrang 
ing or moving. Top is faced on both sides 
with walnut grain plasti¢ which is im 
pervious to and Round 
and tapered solid walnut legs with brush- 


stains scratches. 
ed brass cuffs and adjustable glides may 
be secured to either side of top through 
brass connectors. A cane panel is easily 
inserted between the legs at front of 
desk. Pedestals have 3” brass casters. The 
desk can be changed from a single to a 
double pedestal; from a left to a right 
pedestal; or cleared of pedestals for con- 
ferences. This also permits angling draw- 
ers to the user, rolling pedestals with 
their files intact into a 
vault at night, out to secretaries’ desks, 
ete. It also facilitates floor cleaning and 


to conferences, 
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office re-arrangement. A 42” sery 

with casters can be used as an occas 
piece or at the corner of the d 

an L-shaped desk. Containing. tw: 
justable shelves and sliding drawe1 
service unit and drawer pedestals, 
walnut grain plastic tops. For a 
tarial work station, a 42” unit, fo 
typewriter, has a drawer pedestal n¢ 
the machine to hold stationery, et: 
for 
space, in an L-shaped arrangeme 
64” or 54’ 
extra 


can be used alone or, more 


either a table (with 


out drawer pedestal 
Cane modesty panels are also prov 


For More Information Circle No. 379. 


DICTATING MACHINE 
Comptometer Dictation Div., Felt 
Tarrant Mfg. Co., 1715 Marchfield 
makes the Comms 
dietation 


Chicago 22, IIl., 
remote controlled machine, 
on the Unim: 
freed fro1 


and 


operating controls are 


microphone. The executive is 


recording abl 


a 


the complexities of 
entirely 


on dictating 


to concentrate 


2 


Simply by pressing a three-position but 


ton on the microphone, the executive can 


review, 


dictate, reverse to listen, and 
erase unwanted words and replace them 
Anothe1 


mark the 


with a new thought. button al 


lows him to length of letter 


All these operations are automatically 


completed on the remotely located Com 





mander. Smartly designed case is molded 
Royalite, which adds strength and dura- 
bility vet The 
is detachable for a lower, more pleasing 
silhouette. Another 
carrying handle. The customized 


decreases weight. cover 
innovation is a re 
cessed 
input control permits fine adjustment to 
the dictator’s voice, whether it be extra 
loud or extra soft. Increased sensitivity 
of the microphone allows using the Com 
conferences to 
pick up and record all voices. More vol 
into the 
ference-type speaker for extra loud play- 


mander at meetings and 


ume has been engineered con- 


Visualite indicators add color and 
eye appeal. 


back. 
A soft red light glows when 
dictate position. 
The light flashes to green when listening 
or transcribing. This 
guide to prevent errors in operation. The 


the Commander is in 


insures a_ visual 
benefits of remote control operation are 
offered the Unimatie 
foot pressure of the 
foot enables the secretary to start, stop, 


transcriber in the 
control. Varying 
listen or reverse the machine, automatie 
ally, by 
her hands 


Thus she has 
free for typing, a 


remote control. 


entirely 


definite advance in speed and efficiency. 


Reusable Erase-O-Matie recording belts 
can be used over and over, for thousands 
of dictation messages. Erase -O- Matic 
belts offer the convenience of 
unwanted 
dictation 


erasing 
words or phrases, within the 
itself, and replacement with 
the new word or thoughts. This permits 
the dictator to complete error-free letters 
for faster, more efficient transcription. 
For More Information Circle No. 372. 


CLOTH TOWEL DATA 

Linen Supply Assn. of America, 22 W. 
Monroe St., 
booklet advantages of 
cloth towels for oftice employees. 


Chicago 3, Ill, offers a free 
describing the 
People 
are more apt to wash, and will wash more 
thoroughly, when cloth towels are 
Washroom 


may be as 


used. 
which 
total 
towels. 


maintenance eosts 
much as 90% of the 
eloth 


in bookkeeping, in- 


are said to be less with 
Other savings accrue 
vestment of capital, storage space, ete. 
For a free copy of this booklet, Circle 
No. 339. 
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COFFEE SERVICE 
Coffee-ette of 
ton Blvd., 


company 


America, Ine., 
Pittsburgh 36, Pa., a service 
brand-name coffee, 
They 
Coffee-ette cabinet with one or more 
tric coffeemakers with the 


furnishing 


tea and hot chocolate. install a 


] 
e’icc 
packaged 
including cream, 


makings sugar, stirrers 


and China-Coted paper cups. There is no 
charge for installing the equipment or for 
regular refill service. Payment is made 
only for actual products used, and tax 
deductible as Coffee-ette 


office expense. 


service companies are being organized 
in different cities. For More Information 


Circle No. 377. 


UPHOLSTERY MATERIAL 
Textileather, Div. General Tire & Rub 
ber Co., 607 Madison Ave., Toledo 3, Ohio, 
makes Nygen Tolex Guildcrest, a viny] 
upholstery material which has the bulk, 





NYGENrosex 


ae a se mee 
evneceest 
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feel and appearance of glazed antique 
leather. It has balanced stretch in every 
direction for easy tailoring and durabil- 
ity. It costs less than comparable weight 
knit-back elastics. Other features include 


high tear and stitch strength and better’ 


grain reproduction because of no inter 
ference from Material can be 
saved because direction of warp and fill 
can be disregarded in cutting and nest- 
ing. Made in black, white and 18 colors. 
For swatch folder and comparative test 


results, Circle No. 319. 


weave, 


TYPEWRITER STAND 

Hardware Engineering Co., Metal Fur- 
niture Div., Garrett, Ind., makes adjust- 
able typewriter stands designed to in- 
crease speed and accuracy, and reduce 
fatigue. The turn of a crank adjusts 
the stand to any height from 2614” to 
30%” for the. operator’s convenience. 


There are no exposed moving parts to 
Stand 


steel tubing. 


soil or damage clothing. is made 
of 3”? =x brazed 
Top is 24” x 36”, cevered with Duron 
and 11/16” thick. FibeResin plastie or 
hard maple tops are also available. Ad 
justable glides provide stability on un 
even floors. 


on 


16-gauge 


Other models are made with 
For More Information Circle 


casters, 


No. 327. 
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TAPE CODER 

Telequipment Corp. of America, 80 
sroad St., New York 4, N. Y., makes the 
universal language Autocoder which con 
nects to any electric typewriter and al- 
lows any typist to prepare 5, 6, 7 and 8 
channel punched tape. Typist is not re- 
quired to operate shift key for letters 
and numbers. The code combination 
identifying each character (letter or 
number) is punched automatically. Type- 
writer can be used for normal typing, or 


™ 


typing and code punching can be done 
simultaneously. Autocoders can be 
adapted to all keyboard office machines 
including machines in which single keys 
represent figure groups of several digits, 
2ach being individually punched in the 
tape. For 5 channel operation, the Auto- 
coder can express 64 alpha-numeric com- 
binations plus 40 additional functions. 
Operates as fast as typist can type, pro- 
ducing 5 to 8 channel tape, using only 
one universal coding stack and one per- 
forator. For More Information Circle 
No. 371. 


OFFSET DUPLICATING 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 31, IIll., offers a brochure on off- 
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ng, ‘‘Offset Duplicating Gets 
Light,’’ which explains the 
uses of the offset 
of the A. B. Dick 
Model 350 duplicator. For a free 
Circle No. 347. 


TYPEWRITER 

Remington Rand Div., 

Corp., 315 Fourth Ave., 
Y ’., announced the 

Typewriter with 


and 


and process 
bes features 


copy, 


Rand 
York 10, 
Remington 


Sperry 
New 
1956 
an expanded 
keyboard interchange 
The four extra characters in 
arrangement are section and 


marks, a plus sign and an 


Machines are in six colors 


shades: desert sage, lime 
mist green, honey beige and white 
addition to the standard French 


Ren Ivton ** perfect position 
nade easier to read 
bat kground strip 


seale 


eck printed 


features such 


keys, precision - balanced 
variety of colored 
distinctive office correspon- 
bute to the performance of 
All current and old 
lards and 
equipped with special typebars 


id a wide 


model 
can 


stan Electrics 
new inte rchangeable type 

machine to do the 
The 


to technical re 


w one 


switch from 


severa 
correspondence 


ts using special 


type symbols, or from 


any one of the 116 Remington Rand Ex- 
ecutive type styles to any other, can be 
accomplished on the spot. In making 
type changes, typist need not touch the 
with her 
from the 


tweezers, she removes the old type block, 


type fingers, nor remove work 


machine. Using a pair of 
selects a new one, and snaps it in place. 
A tiny spring retainer clip on each type 
block snaps onto the typebar and the 
fixed and perfectly 
aligned. Company trade marks and other 
special will be available. For 
More Information Circle No. 348. 


JR. EXECUTIVE CHAIR 
Precision Mfg. Co., 831 Chicago Ave., 
Ill., have added the 


Executive AS40 swivel arm chair to their 


character is firmly 


symbols 


Evanston, Junior 


3eveo line of office chairs. It is uphol 


stered with interlaced webbing woven of 


Firestone Velon yarn. This gives Bevco 


chairs their comfort feature because it 


is resilient and cushioned without springs 
or padding. Being loosely woven, it per- 
mits free circulation of air for ventilated 
seating without discomfort even when 
The woven 


plastic webbing will outwear leather and 


used for long periods of time. 
is guaranteed for five normal 
wear. For More Information Circle No. 
344 
Vv . 


years of 
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INDEXLESS CARD FILES 

erris Business Equipment, Inc., 
A, 45 Stratford, 

makes card tub files with 


Seymour St., 
a patented in 
dexing feature which 


requires no 
guides. Cards are separated into 
being lifted and 


ledge in the bottom of 


groups by 


tray. Cards are filed in a slightly 


c 


position, alternately left and right. This 
fast, 

capacity. 
made in card 
3000 to 12,000. The 
require less than 3 sq. ft. 
of floorspace and have smooth 


provides accessibility for easy 
fingering and 


Tub 


from 


greatelr tray 


Index-less Files are 
capacities of 
compact files 
rolling 
casters for complete mobility. Trays are 
fully removable and file has handy stor 
age compartment. 
optional. For 
No. 358. 


A posting desk top is 
More Information Circle 


FILE FASTENERS 


Acco Products, Ine., Ogdensburg, N. Y., 
has designed a new package for the well 
known No. 12 and No. 22 Acco Fasten- 
‘rs. This 


mounted on 


consists of ten Fasteners 


a small eard called the Acco 


Tenpak. Ten cards with 100 Fasteners 
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Dept. 


Conn., 


index 
index 
rested on a 
each side of the 
tilted 


l 


are packed in a box. Tenpak ( 


signed for self-service sales fron yins 


or counter in line with the modern trend 
in merchandising. Dealers should find 

an aid in building sales of Acco Fasten 
ers to customers who do not know the 
product or usually want only a few fast 


1] 1 
| pe wel 


eners at a time. The Tenpak wil 
ecomed by dealers who sell less than 
fasteners to a customer as it 

problem of broken boxes. It 

lieved the Tenpak will introdu 

rom 


Fasteners to new users and increase 


volume of sales to other customers. For 


More Information Circle No. 328. 


DICTATING MACHINE 
SoundSeriber 
New Haven 9, makes the el 
tronic SoundSeriber 200 dictating ma 
chine which weighs only 6 lbs. and meas 
ures 2%” high, 644” wide and 10” long 


Corp., 146 Munson St., 


Conn., 


It can be carried on a shoulder strap like 
a camera. Microphone, power cord and 
supply of dises are self-contained in the 
instrument. It 
hold 


records on 3” dises which 


eight minutes of dictation and or 


a" dises holding 15 minutes of dicta 


tion. Dises can be transeribed on any 





Machine is stopped 
and started by a button on its palm-size 
microphone through which dictation is 
also played back. Fingertip lever indi 
cates correction, end-of-letter and special 
Dises can 


model SoundScriber. 


instructions on dise’s surface. 
No. 10 envelope for 3c. 
include control 
Machines come in solid 
For 


be mailed in a 
Other features 
and pilot light. 
and contrasting color combinations. 


22° 


More Information Circle No. 330. 


volume 


INDEX GUIDES 

Dept. 77, 426 S. Clin 
Lll., specialize in the 
\ico Index Guides in all 
These 
guides, 
shelf file 


tabulating 


Aico Indexes, 


ton St., Chicago ‘e 
manufacture of 
stock file sizes as well as to order. 


include horizontal and vertical 


ecard guides, out guides, 


open 
guides. 


guides, systems and 









































They provide free design service for spe- 
cial, made-to-order guides and will sub 
mit prompt quotations upon receipt of 
customer’s specifications. There is no ob- 
ligation for this service. Free samples 
of any stock index guides are also avail 
able together with literature on the en 
tire Aico line. For More Information 
Circle No. 367. 
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MODULAR FURNITURE 
Div., Aetna 
Fifth Ave., 


Steel 
New 


Arnot-Jamestown 
Products Corp., 730 


York 19, N. Y., have produced a printed 
piece to serve insofar as possible the 


function of an office furniture dealer’s 
floor display. Titled ‘‘A New Way of 
Life in the Office’’ it shows Arnot Par 
tition-ettes and Arnot furniture compo- 
nents. Featured is a spread, ‘‘ Life is OK 
for Miss Neway,’’ which shows Miss 
Neway at work in her Arnot Office-ette 
an indexed listing of the ten 


along with 
innovations that contribute 


major Arnot 
to efficiency and contentment on the job. 
The booklet has 16 pages, 844” x11” in 
color, and demonstrates with photographs 
how ‘‘Rooms Without Ceilings,’’ created 
Arnot save 


Partition-ettes, space. 


with 


Further layouts of photographs show sug- 
gested combinations of Arnot components 
used to create L-desks, executive desks, 
secretarial desks, credenzas and storage 
units, application booths; Office-ettes for 
clerks, bookkeepers, ete. 
These are pictured in both wood and 
steel with ‘‘thousands of possible com- 
bination’’ to be made with the 11 widths 
and four heights of Partition-ettes, the 
42 sizes of desk and table tops, the 28 
sizes and types of pedestals, plus book- 
cases, panel ends, kneespace drawers, 
tube legs, ete. On a spread devoted to 
space planning, sky-view renderings 
drawn in scale, project the following 
typical set-ups: suites for supervisor with 
secretary; sales department with ten 


supervisors, 
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salesmen; suite for three supervisors, two 
secretaries and receptionist, and a com 
plete office 
suites, conference room, supervisory and 
clerical staffs. For a copy of this 
booklet, Circle No. 356. 


layout including executive 


free 


ELECTRONIC DATA PROCESSOR 

Business Machines Div., Electronics 
Corp. of America, 30 Rockefeller Plaza, 
New York 20, N. Y., makes the Magne- 
file, Series F, a completely 
electronic 
ventory and material control, production 


integrated 


machine which simplifies in- 


requirements planning, production sched 
uling, production control, job order cost 
sales and eontrol, 


accounting, analysis 


and similar functions. It performs ac- 
counting functions electronically and per 
mits direct from accounting de 


posting 


partment forms to a simplified keyboard. 


7 
Requires no special forms, cards, sorting 
from the 
automatically 


or coding. Information entry 


transactions is computed 
by addition to, or subtraction from, pre 
balances on record and stored in- 
When the status of an 


items is required, it is 


vious 
ternally. item or 
group of auto 


matically recorded on continuous form 
paper by the typewriter, eliminating need 
reports. Mag- 
nefile combines the job-tailored simplicity 
machine with the 
high speed and large data processing ca 
pacity of an electronic 

does not require the intricate program- 


ming of general purpose computers. All 


for voluminous reference 


of a standard office 


computer, but 
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operations are built-in and may be se- 
lected at the keyboard. The magnetic 
drum memory records on thou 
sands of items and additional drums can 
be added if Machine is simple 
a clerical operator can learn 
to run it in minutes. Hardly larger than 
an office desk, it requires no special wir 
ing, power supply or air-conditioning. 
For More Information Circle No. 343. 


stores 


desired. 


to use and 


MACHINE STAND 
Stolper Steel Products Corp., Pilgrim 
Road, Menomonee Falls, Wis., 
Consolett office 
enclosed on three sides to provide the 


makes the 
machine stand which is 
privacy and comfort of a desk, yet it can 
be easily moved to any location on re 
tractable The 


construction provides a safe, 


rigid all welded 


casters, 
shakeproof 
support for heavy machines of all kinds. 
Its size, 28” 
high, takes little floor space but is large 


both 


and working copy at the correct height. 


wide, 19” deep and 2614” 


enough to accommodate machine 





Instantly mobile on four rubber covered 
casters, the Consolett becomes firmly an 
large feet 
with the touch of a toe. An out-of-the- 
foot bar stand engages 
or retracts the casters. A hook is also 
mounted inside the stand to hold a girl’s 
Will safely carry equipment 


chored on rubber cushioned 


way inside the 


purse. 
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weighing hundreds of pounds without 


There are no protrusions 


Its attrae 


tipping over. 
to trip over or 


snag ¢ lothing 


enamel har 


For 


tive baked hammered finish 
monizes with most office furnishings. 


More Information Circle No. 355. 


PAPER CUP 
Lily-Tulip Cup Corp., 122 
New York 17, N. Y., makes China- 
Cote plastic coated cups. Tests by coffee 
experts showed no change in flavor when 


East 42nd 


9S... 


coffee was served in these cups and china 


mugs. Used by vending machine 
for hot 


have rigidity and 


oper- 
ators beverages, China-Cote cups 
strength, and a pleas- 


ant drinking ‘‘feel’’ with no coffee stain 


Cups have inter- 
base bottoms to 

Made in 
with 


in the cup after use. 


locking, broad assure 
brown-and- 


leaf 


non-tip 


loa ling. 
d pattern 
overlay, and white leaf pattern on cer- 


white checke brown 


amie tone gold. For More Information 


Circle No. 326. 


SELFWRITING SYSTEM 
Machines, 


Drive, 


Dashew Business Inc., Dept. 

Culver City, 
‘*The Dashew 
illustrated 


Dashew sys 


5886 Smiley 

; ha e 
Story’’ in an 
booklet 


tem for selfwriting identification in pro 


published 
interesting 


which deseribes the 


duction, storage, shipping and receiving 


128 


applications. section 


There 18 also a 
showing how the method used in vari 


SVSTeC ms 


Circle 


ous Lutomati | 


For a 


No. 321. 


DESK SET CATALOG 
ert M. Morris West 3rd St., 
Angeles 48, Calif., offers their 
four-color catalog, elaborately and 
presenting their full line 
for the 


ata processing 


free ecopv of this booklet 


Co.,.8651 
Los new 


com 
prehensive ly 


of desk sets. It shows first time 





Ballpoint 


writing.’’ 


} 
i 


the new 

‘* cushioned 
iade possible 

Spring Point whicl 


laxed muscles 


while writing 


catalog, Circle No. 


TYPIST’S RULER 
Novelty Co,., Seneca Falls, 
Rule in 12” 


ruier scaled 


se 


and 


seneca 
makes the senco Stenog 
15” sizes. One side is 


areguiar 


in sixteenths. The reverse side is scaled 
Measuring and charac 


litho 


instruc 


for ty pewriter line 
Th 


containing 


ruie Comes on Aa 


ter counting. 
graphed card printed 
Packages in boxes of 


Circle 


tions for its 


For 


use, 
12 rulers. More Information 


No. 378. 
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SPIRIT DUPLICATOR 


$134°° .... 


COUNTER $10.00 EXTRA 


Look at today’s best buy in spirit 
MATIC FEED : 
ane c duplicators! The new BDC brings 


you every important feature — in- 
cluding an automatic feed—for less 
than you would expect to pay for 


ROLLER MOISTENING hand fed equipment. 


Cam operated, the new BDC Spirit 
Duplicator will give years of service- 
free performance. Compare the 
AUTOMATIC MASTER CLAMP superb design by Burton Tysinger, 
check the outstanding technical fea- 

PRESSURE CONTROL tures, and write for complete infor- 

mation today. Bohn Duplicator 


BALL BEARINGS THROUGHOUT — 444 4th Avenue, New York 
, New York. 


GRAVITY FLUID SYSTEM 


PERFECT REGISTRATION 


GUARANTEED I YEAR 


For More Information Circle No, 119 
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rem aE 


Ker 2 nor 
: ws 
weneer es 


7tAe 


sort ~ n 
one 


Days of work reduced to a few hours... 
by Baltimore Business Forms! 


Piece Work Operation Now Does 6 


Jobs With 1 Form! A leading piece 
work manufacturer presented this prob- 
lem. ‘“‘How to get more accurate produc- 
tion records by work classification and 
cut high cost of sorting 20,000 tickets a 
week?” 

After careful study, Baltimore Busi- 
ness Forms ce sign specialists came up 
with a simple triplicate form to handle 
all these jobs at one time. Now, this 
company request controls 
inventory—productive and rework costs 
and furnishes worker’s receipt inspection 


{name on 


ticket, pay roll slip on one simple form! 
It takes experienced designers to produce 
these money-saving results. Baltimore 
Business Forms have designed forms for 
thousands of leading business 
And because our line is complete, 
unbiased recommendations, 
business lorm service for any 
when you need it! 

Writ unmistakable proof 
that we can he Ip solve your business form 
problem. Tut SALTIMORE BUSINESS 
Forms Co., Dept. A, 3144 Frederick Ave., 
Baltimore 29, Maryland 


houses! 

you get 

excellent 
need 


foday tor 


The Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 
For More Information Circle No. 141 
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MOVABLE PARTITIONS 
Move A Wall Steel Corp., oo Jumel 
Place, New York 32, N. Y., makes Move 


A-Wall Partitions in three heights and ALL STEEL 
15 widths. All units are interchangeable. 
BLUE PRINT 
FILING SYSTEM 


Easy to File . . . Easy to Find 


{merica’s No. 1 


Features include rattle-proof glass re- 
cessed into the posts, hidden wiring and 
ample electrical outlets. Made to with- 
stand abuse, in wide choice of colors. 
Anyone can set up or change these par 
titions to suit layout requirements. For 
More Information Circle No. 354. a | 
Patents Pending 
AIR PURIFIER 5 Ft. Hi.. 4 Ft. Wd., 3 Ft. Dp. 
Michael Electric Co., 15 Stiles St.; New $9450 08. 
Haven, Conn., makes the Puritron air 
purifier which removes smoke, pollen, ; é i 
dust and odors as it filters and changes 20 Exclusive Features including 
No Holes to Punch ... Replace Any 
Sheet without removing other sheets. 
Just Glide In... Glide Out. 
Holds Various Sizes of Prints and 
Thicknesses of Sets 
Can Hold as Many as 1500 Prints 
PLUS 16 MORE FEATURES 
Order Your Glider 
Blue Print Rack Today 
or Write for Illustrated Brochure 


per Unit including 12 Plan Holders 


M@MAR 


INDUSTRIES’ 


the air five times an hour in a 20-sq. ft. 
office. It resembles an intercom and 4323 W.32nd St., Chicago 23, Ill. 
plugs into any electric outlet. It will LAfayette 3-1633 

rid a room of airborne bacteria and add 

ozone to the air. Uses a special Fibre 


For More Information Circle No. 248 
Tue Orrice—April, 1956 131 





MODERN WOOD BLOCK 
STAMP PAD! e*eeoee?e 


Wood Block Is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 


Ink dries Instantly on paper 
yet never dries in the pad! 


Outlives 
Two 
Ordinary 
Stamp 
Pads 


Pad surface |s always flatand 
firm does not collect lint! 
Ink cannot gush up between 
the type causing a blurred 
impression! 

Impressions are always 
strong, clear, brilliant and 
waterproof! 

Ink penetrates pad quickly, 
will not stand on surface as 
with ordinary padi 
Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 


FrRee SAMPLES) gladly sent to Interested Dealers! 
L. A. PHILLIPS, President 
ee 7 — FE 
ae fen 
CARBON PAPER 


woes staur 
nieeon paee 





PROCESS / CO. 192 mist... rochester 14, N.Y 





elas filter and Westinghouse germicidal 
lamps. choice of colors. For 
More Information Circle No. 332. 


ENGLISH FINISH STOCK 
Mead Papers, Ine., 118 West Ist St., 
Dayton 2, Ohio, offers a 
the new bright white eolor and improved 
Mead Flat White 


linish. Printed in two colors, letterpress, 


Comes il 


folder show ing 


jualities of English 


t demonstrates the uniformity of finish 


on both sides: an identical halftone illus 


wire and felt side, 


( nables 


tration printed on 
with a fold that 
comparison of the two 


side-by-side 
reproductions. 
Also stresses and illustrates other im- 
proved qualities: clean, uniform forma- 
tion; unusually high opacity for a light- 
weight, uncoated paper; low-reflective 
surface. A table shows stock sizes and 
weights available. For a free copy of 


this demonstration folder, Circle No. 340. 


STORAGE CABINET 


3010 N. Burdick, 
Kalamazoo, Mich., makes a steel storage 
cabinet, with 
eentral handle, and interchangeable in 
terior parts that make the cabinet adapt 


3orroughs Mfg. Co., 


swinging doors, a single 


wardrobe 
cabinet, or combination of both. For 
More Information Circle No. 318. 


le as a_ storage cabinet, 
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The 4-way 
calculating 
champion 
beats your 
competitors! 


> 


Ten and out! Winner and still champion 
— the Facit ESA-O! Yes, the world-famous 
Facit 10-key system — so simple that your 
ffice-boy can be a calculating expert with- 
in fifteen minutes — is unbeatable when 
figuring out the answers you want during 
a long-distance call or an important con- 
ference. It’s the world’s smallest fully auto- 
matic calculator and takes no more space 
than a telephone on your elegant desk. 


Everybody likes the Facit ESA-O because 
of its fashionable design and outstanding 
quality. Thousands of Facit calculators have 
been used day after day for twenty years 
— and more! — and they are still helping 
their owners to a better office efficiency, 
saving lots of money all the time! Why 
don’t you ask for our illustrated brochure 
FB 24 and find out what Facit can do in 
your case? 


FACIT 


CALCULATOR 


WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


404 Fourth Ave., New York 16, N. Y. @ 
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114 Sansome St., San Francisco 4, Calif. 
For More Information Circle No. 111 
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TYPEWRITER 
Siemag Office 
Fourth Ave., New 


nouneces the Siemag De Luxe office 


~ 


Machines Corp., 391 

York 16, N. Y., an 
type 
writer which has 46 92 charae 
be key 


disentangler and 


keys with 
tabulator, typebar 


ribbon 


ters, decimal 
four-position 
control (three ribbon color positions and 


stencil Its paper feed can be adjusted 


so that sheet is inserted in correct posi 
letter. An eraser 


base for erasing and 


tion for 
table 
prevents paper rolling around the platen. 


any size of 


prov ides a 


Segment guard catches erasure particles. 


Touch can be different 


adjusted to six 


Line finder adapts to thickness 


Sealed 


tensions. 


of papers being typed. edge 


shows tvping line for accurate corree 


ons, All 


aecessible for 


parts of machine are easily 


The Siemag De 


cleaning 8 


Luxe is designed for high speed typing 
ght touch and reduced noise. Five 
interchang lengths. For 


More Information Circle No. 361. 


TAB CARD BOX LABEL 
Edward Ochman Systems, 110 
St., Fairfield, makes Tab 


Labels for tabulating card box storage. 


with 


eable carriage 


Smith 


Conn., Box 


The specially designed label makes read 
easier, facilitates reten 
more uni 


ing and identity 


tion and destruction, permits 





INDIVIDUAL 
WATERMARKED PAPER 


AT LESS THAN 34¢ PER SHEET 
IN QUANTITIES OF 1000 SHEETS! 


ENHANCE your company’s prestige. Give your 
in ant positive protection 
against fraud. Only a watermark can do this 
Nothing else will! 


nportant business ftorms 


With our exclusive process, we can watermark 
design or trade mark on letterheads, 
personal stationery, business forms and 
valuable papers at unbelievable low 
Watermarked checks for banks and _ indivi 


any name, 


) avail 


Write for Samples and Brochure. 
No Cost or Obligation. 


SERVICE AVAILABLE THROUGH 
FRANCHISED PRINTERS 


For watermarking 
direct. Or write to 
his franchise 


GUARANTY PAPER CORP.* 
Cleveland, O. Washington, D. C. 
*Address all imquiries to: 


COUDERSPORT, PA. 


service, ntact your printer 
is if he has not yet received 











Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 


For 
Continuous 
Form Work 


WM ~/ For 
=) Bookkeeping 
ba Wa Machines 
For full ey 
information write: 


DUPLI-TYPER CO. 


456 Fourth Avenue, New York 16, N. Y. 
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pre-sensitized 
plates produced 
in seconds..... 
with Rapid Printer 
by nuArc 














...the only Complete 
Printer with a built-in 
automatically controlled 
Carbon Arc Lamp 





It is a proven fact 

that the carbon arc lamp is 
the only known method of 
making long running offset 
plates that reproduce true, 
sharp line definition and 
dot structure. 

Make your plates efficiently 
and economically, the same 
as the large lithographers 

. with an are lamp. 

Get the facts on nuAre 
Rapid Printers. 

Contact your dealer 

or write for bulletin 230AO 


COMPANY, INC. 
General office and factory: 
824 S. Western Ave., Chicago 12, Ill. 


Eastern Sales and Service: 215 Fourth Avenue, New York, N. Y. 


For More Information Circle No. 173 
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Tor! 
lows ¢Gither rubber 
tvpin kor tree 


Circle No. 381. 


ACC’'TS RECEIVABLE SYSTEM 


pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Press it on all of 
the type. Do not 
rub 


UNI 
NS 


Forms are printed on NCR paper. The 
complete outfit consist if a multiple 
posting binder with sliding mechanism to 
hold the forms in correct alignment, pad 
Fold the putty of 50 sales journal forms, 100 accounts 
upward to origi- | receivable ledger sheets and 500 state 
nal pyramid shape. ments. The complete price is $24.95 
Illustrated literature describes how the 
system works. For a free copy, Circle No. 
325. 
NO MESSY LIQUIDS to remove nail polish, 
nonagnte-covetina DUPLICATING SUPPLIES 
ef gga FUMES to couse headaches CATALOG 


To make neot erasures—just touch the word American Stencil Mfg. Co., 2714 Wal 
to be erosed, Bud will absorb the surplus ink. nut St., Denver 5, Colo., have published 
Then erose ond there will be no smeor. } | f } > 

a complete catalog of their Sure Rit 


Retails for 50¢ each Duplicating Supplies. It contains 


Dealers—write for sample and cost plete data on Sure-Rite plain stencils, 
Red Dot Seal Tab stencils, duplicating 


BUD TYPE CLEANER ink, carbon paper, spirit carbon, type 
pe ad Oe eee writer and adding machine ribbons, sten 
BALTIMORE 12,MARYLAND cil drawing equipment ¢ d supplies. Over 


1250 «different Sure-Rite sten 





Lis are 


For More Information Circle No. 232 
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Refleetiow 
QUALITY 


= 


or write to Dept. 1-Q, Cramer Posture Chair Co., Inc. 
1205 Charlotte, Kansas City 6, Missouri 


For More Informaticn Circle No. 186 





a Te | 


listed on chart pages for easy ordering. 
These include Sure-Rite Shooting Star 
Red Dot film stencils, Shooting Star plain 
stencils, Gem Brand Red Dot film and 
plain stencils. Sure-Rite stencils are 
made for every duplicating machine and 


purpose, Moe Aaron, pres dent of Amer! 


| ean Stencil Mfg. Co., says this is the first 


Safeguard Confidential 
Papers from Prying 


YOUR PAPERS 








<<. ‘ 
a PI, 


UNREADABLE 
NEW SHREDMASTER ( cupene come out 


4d im HERE 
Baume 10 


Portable office paper shredding machine 
quickly, easily, and effectively destroys 
confidential papers and obsolete records 
in your own office. Quiet, compact. Safe 
and easy to operate! New low price! 


FREE 10-DAY TRIAL. 
Write for free illustrated descriptive folder 
with details of 10-day trial. 


Ask for brochure #!4 


The SAREDMASTER @.,/. 


9 East 40th Street, New York 16, N. Y. 
Manufacturers of the most complete line of 
Office and Industrial Shredding Machines! 
A Division of Self Winding Clock Co., Inc. 











For More Information Circle No. 207 
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time a manufacturer has listed a full line 
of stencils in chart form for the con 
venience of dealers. For a free copy of 
this catalog, Circle No. 324. 


PRINTED STOCK TAPES 

Labelon Tape Co. 450 Atlantie Ave., 
Rochester 9, N. Y., makes, as stock items, 
acetate film and flatback labeling tapes 
printed with a number of frequently used 
messages such as Made in U.S.A., Fragile, 
Warning, Poison, Handle with Care, and 
Do Not Crush along with many not so 
commonly used including For Amuse 
ment Only, Make Call Brief, Inventoned 


and others of a similar nature. Prices 


are substantially less than for tapes with 
specially printed messages. An added ad 
vantage is the faster delivery possible 
with in-stock labels. Of the two materi 
als used, acetate film features a mirror- 
like finish and bright, non-fading, cast 
in color. The alternate material, flatback 
paper tape, features excellent quality at 
low cost. Precision printing is a feature 
of the tapes in either material. Many 
color combinations are available: red, 
blue, green or black on white, black on 
yellow, and white on black are typical. 
For More Information Circle No. 373. 
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Uniquely and completely automatic, the versatile Olivetti 
Printing Calculator automatically multiplies and divides, and 
is also a fast 10-key adding machine, with automatic credit 


balance and direct subtraction. Its tape provides permanent 
printed proof of all calculations, for fast, easy auditing. 


The first printing calculator to have a 
separate multiplication keyboard, the 
Olivetti automatically multiplies with- 
out requiring the operator to position 
the multiplicand; all mental counting is 
eliminated; fast short-cut multiplication 
is automatically used. It automatically 
divides; locating the decimal point is 
simple. Double and triple zero keys, 
found on no other printing calculator, 
and new discount key, add extra speed. 
Proven in 7 years of use, the Olivetti is 
sold and serviced by Olivetti branch 
offices and by 450 dealers, in ail 48 states. 
More than 25,000 are in use in the 
United States. 











Olivetti Corporation ot America 
Dept. HO, 580 Fifth Avenue 
New York 36, N.Y. 


Gentlemen: I'd like to know more 
about your Printing Calculator, that 
makes figure-work quick, easy and 
automatic. Without obligating me in 
any way, please let me have this in- 
formation as soon as possible. 

Name. . 

Tithe... 

Company . 


Street 
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PICCOLO ,, 


ORIGINATORS OF THE SPIRIT PROCESS 


PORTABLE SPIRIT DUPLICATOR 


as easy to carry as your portable typewriter 


Unusually brilliant copies 
Rugged construction 

Nothing to get out of order 
Uses any spirit carbon or fluid 
Sheet size 9” x 13” 


A well-made, efficient spirit duplicator 
sold by office machine dealers at 


the sensationally low price of ok | 50 


b; ft plus Federal Excise Tax 
7 ° 
. wa 


fof #* 405 Chambers St., New York, N. Y. + Sole distributors in the U.S.A. 


CARBON PAPERS * INKED RIBBONS * DUPLICATING SUPPLIES AND EQUIPMENT 
For More Information Circle No. 155 
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TELEPHONE STAND 
Nashua, N. 


Maine Mfg. Co., 


the White Mountain 





shelves. 
the 


with two enelosed 


gray or olive 


cree 
green, 


FITS ALL 1200-1250 
MULTILITH PRESSES 


THE EJECTOR WHEEL STREAK 
ELIMINATOR comes complete 
with a full year’s supply of pads, 
plastic squeeze bottle, and a gen- 
erous supply of STREAK ELIM- 
INATOR FLUID. Additional 
wiper pads can he reordered 
through your authorized ROLL- 
0-GRAPHIC dealer. 


wm 


\ 


MANUFACTURED BY 


ROLL-0-GRAPHIC CORP. 


ti lephone 


Finished 


18” x 138%" x 30 


mation Circle No. : 


For More Info1 


H., makes 
stand 


TAPE FOLDING WINDER 


Provide 


makes the Tape-File ele 


Dresser 
Bes, 
which 


It 


Produets, Ine., 


channel size 
flat 


handles any 


winds the tape in folds 





a minute, a convenient tape reading 
speed, May be stopp d at any po nt 


Plug 


as 


in out 


any 


injury to tape or motor. 


stand is outlet and may be used 


STREAKS 


even over solid printed areas : 


Now, for the first time, you can do away with al! printina 

streaks due to ejector wheels running over printed areas. 

This simple, but ingenious new STREAK ELIMINATOR is a necessity 
for every Multilith press. — insert wiper pad, squeeze on some 
cleaning fluid, and merely snap on STREAK ELIMINATOR to 

Ejector Wheels (as illustrated above). Muiltilith presses are now 
ready to run... free of Ejector Wheel Streaks. Besides the obvious 
savings in running time, you can DO AWAY WITH PAPER WASTE by 
printing on stock pre-cut to finish size. The EJECTOR WHEEL STREAK 
ELIMINATOR will pay for itself on the first few jobs you use it: 
UNCONDITIONALLY GUARANTEED 


SSeeeeeeeeeeeeeeeeeeeeeeeeeeeear 
ROLL-O-GRAPHIC CORP., 
133 PRINCE ST., N.Y.C. 
DEPT OF4 
Gentlemen: 
Please enter my order for sets of 
Ejector Wheel Streak Eliminators. I 
understand this unit is completely and 
unconditionally guaranteed. 
NAME TITLE 


MINE? Sa nnces a: 
ut 


133 PRINCE ST. N. Y. C. 


For More Information Circle No. 210 
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a te — 


the world’s most efficient 
adding machine under $50! 


@<FULLY GUARAN- 
TEED against wear 
or factory defect. 





@ NO STYLUS NEED- 
ED — finger con- 
toured keyboard. 


Simple and sturdy 
as a pencil sharp- 
ener — NO service 
problem. 


POSITIVE CHECK- 
ING OF EACH IN- 


DIRECT SUBTRAC- 
TION — Multipli- 
cation. 


All totals to 9,- 
9,999 or $99,- 


DIVIDUAL ENTRY. 999.99 


All Nylon Gears— Optional locking 
require no oil... device for auto- 
extremely durable. matic clearing. 


Weighs just 41/2 Ibs., 434” x 62” x 5” 


With the Summira you get a brand 
new machine built for years of 
service. You can check each entry 
the moment it is put in the ma- 
chine for absolute accuracy .. . 
and for rapid operation, you can 
clear automatically! 


ONLY 


WITH PLASTIC STORAGE COVER ‘45> 0 


DEALER INQUIRIES INVITED INCL 


F.E. 
FREMACO INTERNATIONAL, INC. 


198 W. RANDOLPH ST., CHICAGO 1, ILL. 
For More Information Circle No. 225 
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take-up from automatic equipment or ac- 
cessory rolls to eliminate at least one 
rewinding normally required. When any 
desired length of tape has been wound, 
it may be quickly removed from the con- 
toured folding arm. The tape is then 
ready for filing without further handling. 
This company also supplies envelopes and 
folders for filing punched paper tape. 
For More Information Circle No. 362. 


OFFSET SUPPLY CATALOG 

Colitho Div., Columbia Ribbon & Car 
bon Mfg. Co., 350 Herbhill Glen 
Cove, N. Y., a complete 


— 


Road, 
has published 


Pd 


CHLNONA NEED 6 CAREOR OE CE OE OE CO aT 








catalog of Colitho offset plates and sup 
plies. It 


eontains 


is printed in three colors and 
descriptions and illustrations of 
offset plates, 


and 


direct sensitized pa 


linage 


per, acetate metal plates, negative 


Pi HANOLE PAPERS EASILY, ACCURATELY 
TRY FREE SAMPLE OF TACKY-FINGER 


¥ 
Evans Specialty Co., inc. 
© 3123 Evans Buildin : s 
& \acky-Yinger 
H 1800 E. Grace Street Tacky Kin ~~ § 


Richmond 23, Va. 8 
Send free greaseless, odorless : 
§ Tacky-Finger. Let me see how it 

makes paper handling, collating, foolproof 


Nome 
e Address 5 
Eee ee eee eee ee 9 

For More Information Circle No. 226 
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NEW ty 0-leed 
by DRI-STAT 


makes photocopy processing automatic! 


now photocopying is EASIER 
BETTER 

FASTER 

LOWER COST 





Auto-Feed is the only real advance in photocopying since 
the Peerless “Bright-Light” svstem took the photocopyer 
out of the closet and put it on the office desk. 

With Auto-Feed, automatic fingers take the photocopy 
papers from your hands and feed them through the proc- 
essor at precisely the correct speed. You cannot make 
an error. Positive and negative sheets are mechanically 
locked together to assure perfect registration. 

Exposure settings are much less critical because de- 
velopment is guaranteed along the entire length of the 
sheet. And you get many more copies in less time be- 
cause you can expose one set of prints while the Dri-Stat 
is automatically processing another. 

Like all Peerless Dri-Stat machines, the new Auto-Feed 
copies more things better than any other photocopyer. 
Letters, charts, drawings, clippings, half-tones, colored 
inks, pencilled notations are reproduced with photographic 
accuracy. 

The new Auto-Feed is available in a combination 
printer and processor, or as a processor alone. Your 
Peerless distributor will be pleased to demonstrate the 
Auto-Feed or the Standard Dri-Stat right in your own 
office . . . and in your normal office light. 


Ack us to prove it! 
PEERLESS PEERLESS PHOTO PRODUCTS, INC. 


Shoreham, Long Island, N 
I would like to see the Dri-Stat Auto-Feed operate 


idl STAT in my own office under my normal office lights. 
ig Please have your nearest distributor call me for an 


appointment. 


Name 
Title 
Company 


Street 
For More Information Circle No. 113 : 





add A-U-1-0-M-A-T-1-0-N 


efficiency in your 


COLLATING and GATHERING 


raurovane | GIM 


FULLY AUTOMATIC 


VERTICAL COLLATOR 





Perfect for Fast, Accurate, Eco- 
nomical Collating and Gathering 
of: 


BUSINESS FORMS, CATALOGS, BULLETINS, 
PRICE LISTS, HOUSE ORGANS, MANUALS, IN- 
SURANCE FORMS and every other collating job. 


With the high-speed, fully automatic JCM VERTI- 
CAL, one operator working on a 4 part machine 
does the work of 6 to 10 girls working by hand. 
Handles any type of paper stock, in sizes up to II" 
x 14"', JCM Vertical Collators are made in multiples 
of 4 part units up to 24-stations, with automatic 
offset-pile delivery as standard equipment on all 
models. 


WRITE FOR FULL INFORMATION TODAY! 


J. CURRY MENDES 
CORPORATION 
| CURRY LANE e CANTON, MASS. 


Western Offices: 
500 S. Clinton St. e Chicago, Ili. 


Eastern Offices: 
22 E. 29th St. e New York, N. Y. 


West Coast: 
619 W. Washington St. 
Los Angeles, Calif. 


For More Information Circle No. 213 
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OE RE oo ON 


offset 
supplies. 


ind positive, and the full line of 


preparation and 
Each of the sections 
with a specific group of offset 
For a free copy, Circle 338. 


duplicating 
book’s five deals 


supplies. 


ACOUSTICAL TILE 


Armstrong Cork Co Lancaster, Pa., 


makes Crestone mineral fiber acoustical 


xtured surface. 
bustible 


tile, striated to create a te 


It is rated as incon under Fed 
eral specifications and can be safely used 
where construction must conform to rigid 

The 


with two coats ot 


light 


building codes. surface is finished 


white latex paint and 


has a reflection coefticient of 70% 


diffuse 
annoying 


striations help to 


removing 


light 
evenly, glare. 


available in 12”x12” and 


thick. It 


cementing or by 


Crestone is 
12” x 24” sizes, % 
stalled by 


Suspension, 


may be in 
mechanical 
Tiles can be kerfed and back 
eut for use with conventional suspension 
clean Crestone, a 


systems. To vacuum 


cleaner or wallpaper cleaner may be used. 
It can be 


paint 


repainted with an oil-base 
without affecting the sound-absorb 
ing properties. For More Information 


Circle No. 334. 
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NEW TWIN CYLINDER STENCIL DUPLICATOR 
. prints with paste ink through silk screen 


The Gestetner is an entirely new, scientific concept of 
duplicating. Printer’s style paste-ink, oscillating rollers, 
dual cylinders (like a printing press), silk screen ink dis- 
tribution, automatic controls . . . all combine to yield re- 
sults astonishingly superior to anything heretofore 
thought possible with the simple stencil 














duplicating process. Economies are tre- 
mendous because so much of your work 
going to outside services can now be 


done in the office... by office help. 


Simple...Swift.. Clean and Economical 


Simply snap the 
ink tube into 
position. That's | 
all. Automatic | 
controls take 
over. No pads, 
no brushes, 

no cans, no 
leakages. 


ey * 
“as 














[Za GESTETNER DUPLICATOR CORP. 
50 McLean Ave., Dept. 116, Yonkers 5, N. Y. 


Celebrating 75 years of leadership 








in duplicator manufacturing Please send descriptive literature and specimens. 
A Gestetner will return its NAME 
investment many times over COMPANY 

. within a short time. ADDRESS. 





TYPE OF BUSINESS. 





The coupon will bring actual 
specimens of Gestetner duplicating, | city STATE 
For More Information Circle No. 114 
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Suddenly with Clany ey gl 6 rs, Dest: gill 


Suddenly her job’s a joy with Clary’s easy 
multiplication and division—Power Controls—comfortable 
keyboard—hummingbird speed and humming quietness. And 
now a choice of 5 Clary colors, in 10-Key or Full Key! Just 

call the nearest Clary dealer or Factory Branch 
Office in your yellow pages. 


> BUSINESS MACHINES DIVISION 
: CLARY CORPORATION 


AN GABRIEL, CA RNIA 


creator of modern adding fnachines and cash registers ...for America and the world. 
For More Information Circle No. 132 
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TYING MACHINE 
Felins Tying Machine Co., 3351 
35th St., Milwaukee 16, Wis., 
Felins Pak-Tyer machines which can tie 


North 


makes 


packages with a single tie at the rate 
of 45-50 an hour, and make a double 
tie at the rate of 25-30 an hour. It uses 


any size twine from 3 to 24 ply and can 
tie 21,000 hour. 
This is ten times faster than hand tying. 


6. 


bundles of mail in an 





Anyone can operate these machines which 
can be rolled on their casters to any de 
for tying currency, mail, par- 
In addi 


partment 
cel post, forms, file folders, ete. 
tion to saving time and labor, material 
is saved because the machine uses only 
amount of twine. Yet its 
better than that made by hand. 
For illustrated literature showing ma- 
chines of different capacities, Circle No. 
366. 


the minimum 


tie is 


COFFEE VENDER 
Interstate-United Coffee Corp., 1015 W. 
Congress Parkway, Chicago, IIll., dis- 
tributes the Perk-O-Fresh 
chine which contains 40 percolators, each 


vending ma- 


of which brews 16 cups of fresh coffee 
Coffee is served at 150-160 
in choice of black, with with 
cream, with both. To insure freshness, an 


as needed. 


sugar, 


Tue Orrice—April, 1956 





Advertisement 


NEW PAPER CUTTER 


Michael Lith, Inc., 145 West 45th 
St., New York 36, N. Y. offers the 
low-cost Michael 14” All-Purpose 
Paper Cutter especially designed for 
duplicating, small offset and repro- 
duction departments. It is manually 
operated and will cut a 2” thickness 
of paper. Of all steel construction 


with detachable, hollow ground 
blade, automatic safety latch, bal- 
anced lever and adjustable back 


gauge. The cutter is 26” wide, 2214” 
oo ey 





eae 











deep and 3414” high including han- 
dle. Cutting width is 141%”. Inside 
cutting length, knife to back gauge, 
is 1334”. 

For More Information Circle No. 237 








Introducing the New .. . 


SME stem 


Interchangeable 








carriage 

e Adjustable paper 
inserter 

e 4-position ribbon 
switch 


e Linespacing indicator 

e Typebar disentangler 

© 46 Typebars 

‘ makes typing a 
pleasure 

SIEMAG OFFICE MACHINES CORP. 

391 4th Ave., New York 16 Sole U. S. Distributor 





De Luxe 








For More Information Circle No. 238 
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electronic timer causes unused coffee to 


be poured into a self-contained waste ri 


ceptacle. Machine needs only a regular 


corch HOT COFFEE 


FRESHLY Pp, j 
ont whan, 
d 7 


a. 


Oe 





11l0-y. eleetrie and a ecold water conne: 
tion. For More Information Circle No. 
27 
4/2. 


Put efficiency in your 
mail operation! This 
double-deck pol- 
ished aluminum mail 
cart by Chesley lets 


your mail depart- 


ment categorize in- 


coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail 
Both baskets are re- 


movable 


Write for free brochure — or, better still — order todoy' 
\ Aveilable in Legal or Letter Size — Please Specify . 
Size: Length 26'/,; Width 14; Height 29'/, 

(File Folders Not Included) 

$40.00 F.0.8. DETROIT 


Chesley Industries, Inc. 


24777 TELEGRAPH ROAD 
DETROIT mic 





HIGAN 
For More Informaticn Circle No. 205 
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TYPE CLEANER 


Rivet-O Mfg Co.. D6 Valley Road, 
Orange, Mass., makes the patented Speed 
Mo Brush Py pe Cleaner which has a 
push-button valve to regulate the flow 
of cleaning fluid through the long-lasting 





nvlon brush. A control valve prevents 

aste, leakage and evaporation. Che 
Spee Mo is used with one har to clean 
ofties achine type, tools, ete. It uses a 
new formula fluid which is safer than 


ecra-type desks 
by WORDEN of HOLLAND 


252—ST 
52 x 32 





A complete line of commercial type 
office desks, chairs and leather uphol- 
tered furniture. 


Write for catalog and details. 


the 


WORDEN company 


HOLLAND MICHIGAN 
For More Information Circle No. 206 
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THE OFFICE 








THE OFFICE 


BOEING PARTS LIST 
PREPARATION TIME 


paseo OB % 


The famed B-47 Stratojet Medium 
Bomber and all the other aircraft 
made by Boeing comprise a stag- 
el-lalale Mm Celie] Mol mm lolarMmataliule MLC 
the hundreds of thousands. The 
maintenance of a Priced Spare 


Parts List was a man-hour-devouring 


tcesk until Colitho Continuous Pre- 
printed Direct Image Paper Plates 
slashed away 95% of the prep- 
aration time! 

And with Colitho Plates, all chance 
of transcription errors and the need 
elma iba lilo MelileMelololiielilel M lcele) m 
reading are completely eliminated. 
Uniform, original-looking copies — 
in perfect registration—are ob- 
tained in any amount desired! 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


¥ 
This case history 
demonstrates the 
economy and efficiency 
countless businesses enjoy 
with Colitho Plates. We Name 
have a collection of other 
factual stories packed 
with valuable ideas. Just 
clip coupon for your copy 
of “Colitho Idea File” 


Company 


Address 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 
964A Herb Hill Road, Glen Cove, N. Y. 


Okay, rush the Colitho Idea File. 


Sl scunsciniminnisiintitepmnitiiiisiiciimm 


For More Information Circle No. 
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ignals for Business — 


METAL SIGNALS 
or Vertical Records 


METAL SIGNALS 
for Visible Systems 














No. No. No. No. No. 
04 09 02 08 06 
TRANSPARENT 
Cellugraf SIGNALS ; 


for Visible Systems 








—_ 
—_ 
= “ane 
° TRANSPARENT 
Crimpgraf "thine 


Signals for Protected Visible Cards 


we ) 









| Carsom Me. 


a = ff. F601 
Also a full line of Maptacks 
and Map Flags t 





A 






- Free Descriptive Folders Sent on Request 
= GEORGE B. GRAFF COMPANY f 
54 Washburn Ave., Cambridge 40, Mass. | 


EE 
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earbon-tet and won’t burn, explode or 
is guaranteed to meet 
The 
fluid. 
Fluid refills are 50¢ a bottle, less in quan- 
tity. For More Information Circle No. 


368. 


mar nail polish. It 
ittee 
costs $1.95 with 


safetv comn requ rements, set 


an extra botile of 


COLLATORS 
Collators, Ine., Dept. B, 50 
New York 7, N. Y., have se 


a protective multicolored coating, 


Thomas 
Church St., 
lected 
Plextone gray, as the standard finish on 
all models of electric powered and 
The 


conventional 


me 


chanical Thomas Collators. new fin 


ish is harder. than paints, 


resists chipping, cracking and abrasions. 


Because gray, white and black pigments 


each exist separately within the finish, 





the collators have an attractive speckled 


appearance when viewed close-up. At 
a distance, the pigments blend into a 

sing solid gray tone. Plextone coat 
ing is the latest development listed as 
standard equipment with every Thomas 


Collator. Other features which help make 
ef 


exclusive 


gathering sheets into sets an almost 


fortless operation, include 


Speed Load Control, positive action feed 
rollers, increased bin and size, 


capacity 
and choice of electric or mechanical mod- 
Table-top, floor and tandem models 
fully colored, illus- 


a free copy, Circle 


are deseribed in a 
trated brochure. For 


No. 363. 
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Copies when you need them... 











PRODUCT OF 





RESEARCH | 


Fastest copy maker of them all! The new, All- 
Electric THERMO-FAX Copying Machine 


gives you perfect copies in just 4 seconds... 





for as little as 4¢ per copy. You make copies 
of typed, written, drawn or printed originals 
without chemicals, negatives or masters .. . in 
ordinary office light. Send coupon for details. 


Thermo-Fax 


Duplicating Products 


The term THERMO-FAX is a registered trade-mark of Minnesota Min- 
ing & Mfg. Co., St. Paul 6, Minn. General Export: 99 Park Avenue, 
New York 16, N. Y. In Canada: P.O. Box 757, London, Ontario 





inl i ei i ie i, li i cg bil ii a i sal i lia “ 
| Minnesota Mining & Mfg. Co. S| 
Dept. ES-46, St. Paul 6, Minn. , | 
| Send complete details on the All-Electric way to speed | 
| copying and communications in my office. | 
| Name | 
| Company | 
Address 7 
City Zone State 
lL osepemuhaaienson perseeaneeetpinmeambinnen qualipiaieine nae mpinsiananting I 


For More information Circle No. 122 
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Right At Your Finger Tips 
A Plastic Binding Kit 
For Scrapbooks and Albums 


Exciting new do-it-yourself binding kit, 
simple enough for a child to operate 
Just insert the pages and punch, then 
pick a colorful binding tube from the 
spin dial base, snap into place and in 
seconds you have a real professional- 
looking colorful volume. 


Other models available— 
urite for free booklet to department O-4 


TAUBER PLASTICS. INC. 


200 Hudson St., N.¥. 13, No¥ioC 


Ee: 


) For More Information Circle No. 211 





WORLD’S STRONGEST 


RUBBER BANDS 
ASK YOUR STATIONER 


For More Information Circle No. 212 
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| and aut 


| 


PRICE-TICKET PRINTER 
Adding Machine Co., 3900 IN... 
Rockwell St., Chicago 18, Ill., makes the 
Mark-O-Matie machine 
nts price, ta 


Victor 


which automatic 


ally pr and code informa 
tion on price tags. It is operated like 
i idding | ind may be used to 
nark gummed labels, 


string tags and pin 
es the keys 


coding, and 


tickets. The operator index 
cation, price and 
Tags are turned 


A Veeder 


motor bar. 


ed quantity 


ides a cumulative ree 
that 
tags 18 cut 
a standard 


ds with a M; 
type 


Root counter prov 
» time required 
165 
mark ng device to 
rk-O-Matie. There 
dirty the hands. 
key that X’s 
cashier iden 
and in 
as price per 
code keys 
operation lever for quan- 
labels, 
in which quarter of year mer- 


ora. Tests show 


sec 


trom 


1S no messy 
Machine has 


non-taxable items 


a carryover 
for easy 


tification: retail price keys; tax 


formation title keys (such 


pair, price each, ete.); cost 
omati 
ylus a code to 
I 


tity printing of 


indicate 


| chandise was purchased and priced. Ma- 


chine can be customized to fit require 
ments of all retail operations. For More 
Information Circle No. 333. 
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Folds everything faster! 


—and costs less than a typewriter 


Form letters, bulletins, statements and other mail 
enclosures—all the folding jobs that your office workers 
now do by hand—can be machine-folded by the little 

Pitney-Bowes Model FH folding machine far faster, and 
at much less cost. 


Electrically driven, with semi-automatic feed, it can 
double-fold 80 letter-size sheets per minute. With full- 


automatic feed (optional at extra cost) it is even faster. 


The FH makes eight different folds, handles sheets 
up to 842 by 14 inches, and down to 3 by 3 inches, in 
a wide range of paper weights and finishes. Even folds 
sheets stapled together. 


It takes only a few seconds to set the FH for any 
job. By moving two knobs, you can adjust it for the 
fold you want. Easy as tuning in your TV. And it 


costs less than a typewriter! 


For a demonstration right in your own office, 
call your nearest Pitney-Bowes office — or 


send coupon for free illustrated booklet. 


8 The larger Model FM, ER > 
¥ fully automatic, 

folds up to 19,000 

sheets an hour. 


ee a ee ee 


PITNEY-BOWES, INC. 


PB) PITN FY-BOWES 3413 Walnut Street 


Stamford, Conn. 


Please send free Folding Machine booklet to: 


Folding Machines | .... 


Made by the originators of the postage meter | Address 
oe . Offic es in 94 cities, coast to coast | — ee oe eee eee ee ee eee eee ee ee cee an 
For More Information Circle No. 281 
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PILIAIN COINS 


DIGITAL Disc Indicator 


THE 





=> 
complete 


visual 
means 
for the 
economic 
manual 
control 
of stocks, 
purchasing 
loadings 
production, 
ss oo. sales, 
—_ forecasting 


Reduces record-keeping costs, eliminates time-lags 
and stimulates a quick-off-the-mark efficiency— 
at all levels. 


LANSDALE PRODUCTS CORP. 
BOX 568 LANSDALE, PENNA. 
For More Information Circle No. 218 


of pen ] 


] APSCO 


rs and dé 1 SOrieE that ar 


is Choice! 


Ossie / 


sharper 
Americ 


Apsco products inc. 


LOS ANGELES, CAL., ROCKFORD, ILL., TORONTO, CAN 


For More Information Circle No. 219 
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PHOTOCOPY MACHINE 

Fifth Ave., New 
York 1, N. Y., makes the Duomatie photo 
black-on 


written, 


Duophoto Corp., 2560 


copier which will produce a 


white positive copy from any 


typed or printed microfilm 


original or 


blow-up. Transparent, translucent or 


opaque originals, single or double sided, 


regardless of color, can be reproduced 
on a single sheet of paper, without nega- 
tive, matrix, master or any other inter 
Machine 
print. Desk size, it copies material up to 
14” in 


duces up to 125 


mediate. makes a positive, dry 


width, of any length, and pro 
letter-size copies per 
hour. This unit can be used to process 
material for offset duplicating and also 
te prepare transparencies for the diazo 
process. For More Information Circle 


No. 351. 


AUTOMATIC TYPEWRITER 
Commercial Controls Corp., Dept. O-46, 
1 Leighton Ave., Rochester 2, N.Y. makes 
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spacefinder files 


p+ = Ve at — ie oe eo oe Ey ot > hal — = eo Eo le oe Kod ot — i og 


*Independent surveys comparing shelf and drawer filing show approximately 
50° savings in personnel TIME. No time wasted opening, closing drawers. 
Doors give shelf work surface. *Floor SPACE savings amount to 42-50°% due to 
greater capacity, 30-inch aisles. *When you save time and space, you save 
MONEY. Doors protect against dust, dirt and fire. Welded Spacefinders can be 
moved with contents intact. Write for illustrated Spacefinder literature today. 











rPrRonvDuwuvw Cc Tt 8S co. 











No mistake about it—this 
gleaming white-polished 
EraserStik makes all the 
difference between — “Nice 
work, Miss Jones!” and an 
angry rebuke. 





Because EraserStik erases 
without a trace, leaves no 
ghosts to give the Boss fits. 
No wonder every Secretary 
and Typist in our office is in 
love with her EraserStik. 


Remember, it isn’t a gen- 
vine EraserStik unless it has | 
the A.W. Faber imprint. Call 
your Stationer today. 








A. W. FABER- CASTELL 


156 


NCIL CO.,INC. NEWARK 3, N: J 


For More Information Circle No. 233 


; the Flexowriter Duplex automatic writ 
a Motor 


automatic 


ing machine cable-connected to 


ized Tape Reader for complete 
typing. 
by 


The operation, controlled entirely 
punched paper 
invoices, 
cally at 


tape, types person 


letters, orders and other 

100 
Two punched paper tapes are re 
One 


forms automati words per 
minute. 
contains the 
the 


person 


quired. date and 
the 
addressed (also 


This 


and cuts costs. 


body 


of the document; other, name 
ldress of the 
letter 


errors, speeds typing 


and a 
salutation if a eliminates 
Ma 
chines read tapes at 100 words per min 


ute. Operation is completely automatic 


using continuous plain or marginally 
When letterheads are fed 
in continuous form, the tape 
cally position the succeeding let 
terhead for the next operation, For More 
Information Circle No. 323. 


punched forms. 
eodes in 
automat 


MAIL CART 
Industries, Ine.. 
1, Detroit, Mich 
num mail eart 
basket fitted to 


Chesley 24777 


Tele 
graph Roa .. makes a tubu- 


lar alumi with an upper 


take up to 80 hang 


file 


incoming 


ing folders sorted 
basket 
the 
removable 


Any girl 


for distributing 
mail. The lk steel 
collet mail 
Both 


on mailroom 


wer 
is used to 
trip. 
lor use 


outgoing on 
baskets 


table. 


one are 


can 
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2 
She saves half the time... +) 


JS 


os ele” 


MNalional adding machine... 


Live Keyboard* with keytouch adjustable to each operator! 





Saves up to 50% hand motion—and effort! Never before 
have so many time-and-effort-saving features been placed 
on one adding machine. 


Every key operates the motor—so you can now forget the 
motor bar. No more of those back-and-forth hand motions! 


Keys are instantly adjustable to each operator's touch! No 
wonder operators are so enthusiastic about it. They do 
their work faster with up to 50% Jess effort! 


“Live’’ Keyboard with Adjustable Keytouch p/us 8 other 
time-saving features are combined only on the amazing 
National Adding Machine! 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


989 OFFICES IN 94 COUNTRIES 


A National Adding Machine 
pays for itself with the time-and- 
effort it saves, continues savings 
as yearly profit. See a demon- 
stration, today, On your own 
work. Call the nearest National 
branch office or dealer. 


FTRADE MARK REG. U.S. PAT. OFF. 


ADDING MACHINES « CASH REGISTERS 
ACCOUNTING MACHINES 


For More Information Circle No. 138 
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Yow 
Cownac 


Ulodel _— tHe aut-purPose Scout 
Seonomy A SINGLE-UNIT PHOTOCOPIER 


So attractively priced ... Use it in your own office 
So conveniently portable ... Use it for field work 


The new Cormac “Scout” is equally 
suited for normal office work or for out-of-office copying. Built-in compartments 
for paper and supplies! No extra carrying case required! 
Nothing else to take along! Engineered with the same precision 
and styling that has made other Cormac photocopiers 


famous. Fully Guaranteed! 


$249. NS 


welghs 15 Ibs. 


SAVE TIME! SAVE MONEY! SAVE WORK! 





DISCOVER NEW PHOTOCOPYING EASE WITH 
CORMALITE® TRANSFER PAPERS 





For Single or Multiple Copies! Has No Copying 
Limitation! 














eee COPR. 1955 Cormac INDUSTRIES, INC. 80 FIFTH AVENUE, NEW YORK 11, N.Y. © ORegon 5-9310 __. 
For More Information Circle No. 118 
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handle the eart, even on stairs and over 
curbs. It has 4” rubber tired, ball beat 
ing wheels, two of which swivel for 
maneuvering in narrow corridors. Carts 
are made for letter or legal size folders 
and each model is $40 f.o.b. above. Cart 
measures 2614” long, 19” wide and 2914” 
high. For More Information Circle No. 
320. 


COIN SORTER 

J. B. Carroll Co., Carroll & Albany 

Aves., Chicago 12, [ll., makes the Carroll 
V-109 Speed Sorter, which has no mov 
ing parts and sorts coins faster, oper 
ating entirely by gravity. Unsorted coins 
are poured into a receiving hopper on 
top from which they feed into a slot run 
ning downward on an angle. Four open 
ings are designed to receive a given size below each opening and at the end of the 
of coin. The first opening is the small slot receive the sorted coins. Durably 
est to receive dimes, the second for pen constructed for long, hard usage free of 
nies, third for nickels and fourth for maintenance costs. The Speed Coin Sor 
quarters. Half-dollars roll through the ter has space for several advertisements 
end of the slot. Separate plastic bins in banks, stores, theatres, churches, park 





The Los Angeles Chapter of the 
National Association of Cost Accountants 


Invites you to 
Attend the Ninth Annual 


SOUTHERN CALIFORNIA BUSINESS SHOW 


April 24, 25, 26, 27, 1956 
10 A.M. till 10 P.M. daily 
Ambassador Hotel Los Angeles 








For More Information Circle No. 223 


READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
geeeeeeee ALWAYS AT SEE LEVEL----- 


$ The Read-A-File Cabinet is a protective file that keeps 
§ stencils and plates wrinkle-free. It permits full-length 
e inspection and quick access to any one of up to 400 
§ stencils or 200 plates. The hanger unit, with 50 clips, 
e rides on ball bearings. Each clip is on its own rod and 
® can be removed without disturbing the others. It's new 


$ and different. 
DEALER INQUIRIES INVITED. 


METAL SPECIALTIES, Incorporated 
3547 Massachusetts Ave., Indianapolis 18, Ind. 








For More Information Circle No. 224 
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* have you 
at looked here... 
-_>) — 


in your search 
for “office efficiency”? 


— ae 


supply your 


typists with 


Pres7o-line 


WORLD'S ¥ FINEST 
COPYHOLDER 
co ®@enee.) 


. 

: e 

typing 2 e 
¢ 


and watch eo" 


costs go -* 


down! ° 


7... 


o ai 
“eis 


Ld 
The fact that Pres-To-Line Copyholders are 
now being used by most of the nation’s 
lorgest commercial and industrial organi- 
zations, as well as by many Gov’t agencies, 
is an indication of the role these amazing 
machines play in modern office efficiency. 
Time and motion studies prove that Pres-To- 
Line improves typing speed and efficiency 
up to 50%, resulting in an average saving 
of 23% of typing costs! 


PRES-TO-LINE is the only fully adjustable 
copyholder in the world holds flat 
. actually earns 
its own cost and continues to save after it 
pays for itself. 


PRES-TO-LINE CORP. OF AMERICA 


2339 Cotner Avenue, Dept. 134 
Los Angeles, California 


sheets or bulky material . . 


Please send me complete Pres-To- 
Line Literature and name of local 
distributor. 


Name 





Office Address 
City 


State 











For More Information Circle No. 229 
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ing meter organizations, vending machine 


other handling “i 


For More Infor 


operators and sources 


volume of small 


mation Circle No. 360. 


eons 


OFFSET ATTACHMENTS 
Brook 


cata 


Davidson Corp., 29 Ryerson St., 
Db, I. Xs, AS 
of all the attachments 

Dual-Lith. 

it has been included in one 20 

the David 


and tells how 


publish la new 
available for 


Davidson Every possible 


enable users to per 


printing 1 ethods on 


booklet 
what it is 
Attach 

offset 


one machine. The llustrated 


shows hy 


used for and how it operates. 


each attac ent, tells 


ments include those for reguls 
lithography, simultaneous two-sided lith 
offset, Davengraving, lette 
number ny ane per 
Other attachn 


ography, dry 


press, in 


printing, 


forating ents, such as the 


Pile Jogge + al ( are ck SCT hed, 


catalog, Circle No. 


Reece ling 


For : copy of the 


20¢ 
oob~ 


ADDRESSING MACHINE 
Master 6500 W, 
St., Minneapolis 26, Minn., 
Model 60 Master 


names and 


\ddresser Co., 


Lake 
makes the 
ddresser which writes 


other repetitiv e 


data up to long on a wide 


variety of accounting forms, statements, 


checks, time cards, envelopes, ete., writ 
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nole 


1g tv] ! 
e can write 


Prints 


ing up to 100 time from @ s1 
\ simple stroke of the handl 


over 400 typewritten characters. 
are made from a paper master prepared 
on a typewriter. The master 

filed for future use. It can be at 

to any related record to combine 
means for printing name and data 


one piece in one file. In billing delin 


quent accounts, Tor imstanee, 
s removed from file and a 


1 instantly from the ;: 


it’s in your bag! 
the SAVINGS by using 


SPRING-DEX’ 





4 / 
y regardless of 
/ 
/ your present Ssys- 
/ 
/ tem, you can con- 
vert to this easy 


labor-saving method 
1/10 the cost of Visible. 


ALL the Advantages of Vertical and Visible. 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


For More Information Circle No. 199 


THe Orrice—April, 1956 





the 
important 
thing ... 


is the positive improvement 
you'll find in your originals 
and copies . the cleaner, 
sharper, always more legible 
impressions these fine prod- 
ucts produce for you. 


Codo, you see, uses only the 
world’s finest materials .. . 
employs only the most scien- 
tific methods .. . inspects the 
quality CONSTANTLY. 


@ MOREOVER — with each box of 
Codo Super-Treated Carbon Paper 
you receive, at no extra cost, Codo's 
famous Carbon Gripper — a patented 
device assuring perfect carbon copies 
every time, Order a box TODAY! 





CL — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 
79 Madison Ave. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 


For More Information Circle No. 221 
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aster. Other uses include the imprint- 
of forms and charts in elinies and 
als, addressing follow-up forms in 
tments, and use for accounts 

, payroll and accounts receivable. 
Machine occupies desk space of 7” x 13” 
Prints are made by the same aetion as 
n conventional lquid a. For 


9217 


More Information Circle No. 317. 


ACIDIC INK PEN 
Co., Bloomsbury, 
oOo! \cetograph 
‘onstructed to 
as acetate and 


write on almost 


any smooth surface: acetate, cellophane, 


bakelite, polyethylene and other plastics, 
most eTtals, VIAass, ceran ics, ete. De 
drawing and ruling 

angles, templates, 

since the set-off 

‘vents ink from get- 

Koh I Noor also 


GISTER 


2 S 


{} - 
WORLD tan HIGHEST 
Ales 18 QUALITY 
SERVICE PRODUCTS 
> Wie PR iJ 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, ILL. 
For More Information Circle No. 222 
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— if you do any stapling 


..you need Zhypoplex ! 


EF 
AUTOMATIC 
ELECTRIC 


STAPLING ... AT ITS 
MONEY SAVING BEST! 


4) Necessity 
IN MODERN BUSINESS! 


Fast... One person does 
the work of ten with 
STAPLEX ... Portable 
. Plugs in anywhere! 
ae — 
Completely automatic .. . 
Both hands free to gather 
and feed work. Stapling 
position always visible. No 
exposed moving parts .. . 
safe ... foolproof! 


© Here is the modern, time and money saving A free demonstration of the STAPLEX 
way to staple. You merely insert the work doing your work... saving your 
and ina split second STAPLEX does all your. money will convince you! 
stapling . . . efficiently . . . perfectly! 


© Time-tested, there are thousands of THE Staplex company 


STAPLEX machines in profitable use in all 775 Fifth Avenue, Brooklyn 32, N. Y. 
2 ’ é () Free Demonstration 
kinds of business and industry throughout [] Send me further information 


the world. Pays for itself in no time. 

e Let us prove that savings of 70% 
and more can be yours’ with 
| eee 


@© 1955, The STAPLEX Company, Brooklyn 32, N. ¥ 


NAME 
COMPANY 
ADDRESS 


For More Information Circle No. 115 
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Insist On A Demonstration 
of the/[ew exrramat 


Co 8242842 2809 


From iiLOW COST 
BEFORE YOU BUY — OR ARE SOLD [Rk oa mapamiange 


F.O.B. Wayne 


ANY OFFICE COLLATING MACHINE New ow 


ron Zell le] o)[-) 


People in business, people you know, 
who have tusseled with the problem 
of collating for years, are ASTON- 
ISHED at the effortless operation of 
the NEW electric COLLAMATIC. 


It can be your pleasure too — to see 
the New COLLAMATIC — to examine 
for yourself, each finely engineered 
feature of the machine, and of its op- 
eration — to experience the touch of 
the Automatic Starter — to see the 
sheets collated in an effortless man- 
ner. 


; Model 1200 Console 
It can be our pleasure to bring effort- 


less electrical collating to your office. 
me AUTOMATIC STARTER — Simpl 
Write TODAY for a demonstration or touch to collate. 


additional information. 
a MAGICFEED ROLLERS — Insur 


positive feed even to las 
Dealers from Coast to Coast sheet. 


a he FLEXIBILITY OF LINE — Your in 
cot / a A MAT Cc : = | creased requirements pro 
—— re : vided for by simply add 

102-4 State Highway 23 ing Units. 
Wayne, New Jersey 


MOuntain View 8.29 ex BIN CAPACITY — A full ream. 
REQUEST YOUR DEMONSTRATION — TODAY 


[] Please arrange a demonstration for [] Please forward literature to 


=| - 


Name 





Firm 





Street 





City 











special acetate inks, prepared | 


this 


irnishes 


for use with pen, in yellow, red, | 


black and white as well as duplicating 


Regulat 


For 


nks purple, red and green, 
nd india be 
More Information Circle No. 365. 


in 


inks also nay used, 


ROLL CUTTING MACHINE 


Oscar IL, Judelshon, Ine., 148 Greene 
, New York 12, N.Y., makes the Judel 
No. 360 heavy duty electric cutting 
nachine cloth ] 


This is a 


St. 


shon 


for eutting ribbons and 


arbon paper. powerful ma 


hine which can cut any material from 


the sheerest nylon to the toughest buck 
ram. It pre-rolled material 
trom a roll of felt to the 


iost tightly wound roll of carbon paper. 


will cut any 


loosely wound 


to 1716”, 
any roll of material up 
12” An en 


material before 


It will cut to any width down 


and accommodate 
72” wide and in diameter. 
tire roll of be 
removing any of the cut strips. Machine 
The that the 


forward cutting, a 


Oo 


ean eut 


moment 
for 


operates easily. 
knife is brought 
patented automatie lock operates to in 
to 


automati- 


sure a true width cut from outside 


‘enter core. Carriage returns 


‘ally to starting position after last cut 


made. Illustrated literature fully des 


‘ribes the machine. For a free copy, Cir- 


cle No. 383. 


For More Information Circle No. 416 
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ON THE SPOT 


When time is import- 
ant to the job 

is the Dorson 

Time Stamp that is 
light-weight, and 
portable easily 
moved to where 


ever it's needed 


expensive. Un- 


4-jewel movement—Not 
Space 


conditional full year guarantee. 
for company, dept., etc. name on rub- 


ber die. 


DORSON corp. 


605 W. Washington — Chicago 6, Ill. 


For More Information Circle No. 244 


ode Mork Reg 


ETS 
MANIFOLD CARBON PAPER S 


For your 
General Office Correspondence 


Write: 
The LETTEREX CORPORATION 


1640 Connecticut Avenue, Washington 9, D.C. 
For More Information Circle No. 245 
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Built-In : : 
POCKET ( 


on continuous forms ‘ Be, 


or unit sets Yyy ia 


\ 


dd 


keeps your 


1.D.P. rare 











SAVES COSTLY TIME, filing and finding 
PREVENTS LOST, misfiled or damaged tapes 


MAKES FORM AND TAPE a complete 
identified unit 


POCKETS made to fit 1.D.P. TAPE or 
PUNCHED CARDS 


POSITIONED on the back of any desired 
copy of LITHOSTRIP Continucus Forms or 
LITHOSET Unit Form Sets. 


WRITE TODAY for DETAILS and 
FREE SAMPLES of POCKET FORMS 


AMERICAN tithotold Corporation 


$00 BITTWER ST. © ST. LOUIS 15, MO 
For More Information Circle No. 200 
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be en ee ee 


WINDOW VENTILATORS 
Diehl Mfg. Co., Somerville, N. J 
makes two electric fan ventilators which 
39” wide. A 
oyster white 
blades 


") 


fit any window trom 28” to 
semi-permanent 
baked finish 


protected by a 


unit in 


enamel has 20” fan 


and 
Extenders 


close mesh 
23” high 
provide snug fit into almost any window 
and rubber bottom 


Motor 


guard 


measures overall. 


stripping at edge 


minimizes vibration. has two 


= 
a 
= 


onal 

ome 

amen 
a 
Seeman 
an 
a 
ee, 
—, 
see, 9 
poems. ath 


speed controls and is reversible for air 
intake and exhaust. A more portable 
unit is their Portable 3-Way Ventilator 
with lapped blades, said to cool up to 
five rooms from one installation point. 
Its carrying case is only 8” 
feet 


deep; has 
and snap-down handle. It 
air intake, exhaust fan or 
room circulator; is competitively priced. 
Diehl] rubber mounted 
will not interfere with radio or TV. 
More Information Circle No. 345. 


rubber 
Can serve as 


motors are and 


For 


SHEET FEED TABULATOR 
Park Ave., New 


announced a high speed 


Underwood Corp., 1 
TOCk; 10; Xs. 
system for direct sheet feed ledger post 
ing on a 40-column tabulator. By glane 
illuminated sereen to the 
tabulator which flashes the 
number to be posted, the 
operator can post statements at the rate 
of more than 300 an hour. The exclusive 


small 
the 
account 


ing at a 
right of 
next 
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INOW! 


York offers a complete 
new line of storage cabinets 
and shelving 


Wardrobe and supply 
cabinets — open, closed 
and ledge type racks — 
counter units... 























STOC-RITE ACCESSORIES 
FOR BUILDING RACKS TO 
FIT YOUR NEEDS 


ak For every storage need . . . Stoc-Rite 
wardrobe and supply cabinets, racks 
and shelving offer a new high in efficiency 
...anew low in cost. Almost unlimited vari- 
ations can be assembled from standard parts 
. . . (as manufactured in K. F. Cline plant, 
Dickson, Tennessee). Shipped “knocked- 
down,” parts are quickly assembled by using 
only screw-driver and wrench. 


Long known for the top-flight quality and 
performance of its Insulated 
Files, Safes, Money Chests, Vault 
Doors and Transfer Files .. . 
York has extended its line to 
include Stoc-Rite Cabinets and Shelving. 
é Write today for literature and prices on any 
' one or more York products. 
pape a RSA el a ce a hs “cv ci ii ce mes wae as "a es i pe sas ae 
York Safe & Lock 
910 Mulberry Rd., S. E. 
Canton 2, Ohio 
Please send complete details about your Stoc-Rite Multiple- 
purpose Cabinets and Shelving. 





N-314-DI 
YORK SAFE & LOCK 


910 Mulberry Rd., S. E. 
Canton 2, Ohio 


Individual Title 





Street 





City Zone —— State 





! 

| 

| 

| 

| 

| Fi 
| irm 
| 

| 

| 

| 

| 


For More Information Circle No. 282 
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] Numbering Machine 
RIS ae 


Automatic, all-purpose numbering 
machine speeds up dozens of every- 
day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your dealer or let us 
send our catalog “How to Select a 
Numbering Machine.” 


Specify FORCE for the Finest 


Be 
WM. A. FORCE 


2I6O NICHOLS AVENUE 











BROOKLYN 8,N.Y 


For More Information Circle No. 227 





Sort, count, file, post FASTER with 


SORTKWIK 


Apply to fingertip 


The 

INV 

| Fingertip 
| Magic 
—_) = 

r or send $1.00 for 
containers out 


LEE PRODUCTS CO., 2736Lyndale Ave. S., Mpls. 8, Minn 


Rub in until dry 


¢ Slide 


At your Sstatior 
Iwo regular $17¢ 








x 








to try 


For More Information Circle No. 228 
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sheet feed automatieally feeds either 
onventional 


into the 


sheet forms 
ts them after 
ight description in 


ledger as or 
tabul 
The 


licator elin 


ator and eje 


posting. visible | 
inates the possibility of error 
Phe feed 


Underwood Sam 


in ledger sheet selection. 


direct 
tabulator, as part of an 
as 


integrated data 


a laptable to acco 


processing system, 


1s 


unts payable, payroll 


earnings r and other 


cords applications. 
For More Information Circle No. 337. 


INSULATED RECORDS DESK 
Diebold, Inc., Ohio, 
d Tun tionally space - 


Canton 2, makes 


designed, saving, 
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that 
with 


nsulated desk combines improv ed 


facilities fire 


for 


tiling certified pro 
The 20 Fire 


handling of 


tection bank records, 


resistive Desk improves 


signature cards, consumer loan ledger 


eards, current checks and _ post-to-check 


account packets. It houses and protects 


records on location in the departments 


where they are used, saving travel 


going to and from files in 


An the 


drop-swing door which glides smoothly 


time 


the vault. exclusive feature is 


and easily 


air-frame design, are 


out-of-the-way under the desk 


body to conserve space in crowded quar 


ers. Diebold Flex-Blok Trays, featuring 


the 20 
loaded, these 


used in 
fully 


a 


Kkven when 


Desk. 


aluminum trays are easily handled and 
carried to 


posting machines. They pro- 


vide a constant 60-degree working V 


for maximum efficiency in filing, refer- 
ring, posting and proving operations. 
Interiors arrangements for a wide range 
of records. For More Information Circle 


No. 384. 





FOR ALL YOUR NEEDS IN 


GUIDES 














Stock Sizes Or Made To Order! 





USE 


AICO'S 


ONE 
RELIABLE 
SOURCE 
OF 
SUPPLY 


They Are GUIDE Specialists! 


¢ HORIZONTAL AND VERTICAL 
GUIDES 


CARD GUIDES 

CHECK FILE GUIDES 

OUT GUIDES 

OPEN SHELF FILING GUIDES 
SYSTEMS GUIDES 
TABULATING GUIDES 

MADE TO ORDER GUIDES 














INDEXES 





send your specifications 


FREE! For Special made to order Guides, 
* for free, prompt quotations, design service also available. 
For Free Literature, Samples and Name of your near- 


est Dealer, write Dept. 77 on your letterhead today. 
97 READE ST., NEW YORK 13, N. Y. 


‘ u = =} 426 S. CLINTON ST., CHICAGO 7, 


ILLINOIS 








For More Information Circle No. 276 
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DESK-SHELF PLATE 
D. C. Hey Co., 422 South 7th St., Min 


iJ Ee SS t =z a8 neapolis 15, Minn., makes the transpar 


ent plastic Viso-Desk Plate which is at- 
a CARTER’S Pump Action | tached to the slides on wood or metal 
Stamp Pad at our expense desks to protect reference material kept 
: on the sliding shelf. Material under the 

— . 





.-- the only 
stamp pad a 
guaranteed to Viso-Desk Plate is easy to read and its 


surface is deal for writing. Easy to at 


give 10 0,000 | tach to desks by its single adhesive tape 
- . P hinge. Standard size is 12144”x15” and 
impressions! 

~ ape de 


bo. _ ; der the transparent plate can be changed 
as desired. For More Information Circle 


MORE ECONOMICAL because it lasts mo, S62. 
longer . .. proves you're a smart buyer BRIEF COVERS 
100,000 times. Amberg File & Index Co., 1601 Duane 
*PUMP ACTION ossures uniform inking. | Blvd., Kankakee, Ill., have added three 
“ | covers to their line. The No. 515 Brief 
— Clip coupon for your free stamp pad —= Cover is for 8%” x 11” sheets and has 
THE CARTER'S INK COMPANY | three single tongue fasteners with ca- 
Dept. S-4, Cambridge 42, Mass. | pacity of +4”. Available in light blue 
] ’ 
| 


At no cost or future obligation, send me free » ¢s co > . s 
Carter's Stamp Pad and informative booklet. gray, tan, ivory and goldenrod (all light 
Ink color: (check one) Black 0 Red 0 
Bive (1) Green 1 Purple D. 


special sizes are available. Material un 











be 
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enough to permit writing directly on the 
cover if desired), packed 50 assorted 
colors to the box. The No. 567 for 814” 
x 11” sheets is called Proposal and Pre- 
sentation Cover Set. This Tophide grade 
window for title and 
with bond paper title 
sheet and acetate covered black paper 


cover has die-cut 
comes complete 

mounts. Available in blue, green, black, 
maroon and brown, packed 10 per box in 
colors. The No. 587 
Cover Set is the same as No. 


assorted Proposal 
567, but 
in Pacific grade at lower price. Available 
in maroon, black, dark blue, light blue 
brown, orange, red, green, gray and tan, 
packed 10 per box of assorted colors, 


For More Information Circle No. 329. 


VACUUM CLEANER 

Hild Floor Machine Co., 740 W. Wash- 
ington Blvd., Chicago 6, Ill., makes a 
hospital-quiet, transferable head, vacuum 
cleaner that is readily transferable from 
one 55-gal. drum to another, making it 
possible to fill drums as are 
needed. It is also transferable to Hild’s 
15 and 10-gal. tanks. The versatile ap- 
plications make this vacuum a very prac- 


as many 


tical piece of equipment. It can perform 
the work of three different size vacuums 
for little more than the cost of one. For 
More Information Circle No. 341. 
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MARK... 


almost everything with a 


CARTER Marking Ink 


LEATHER 


CERAMIC PLASTIC 


TEXTILES 
(ehiti ge] M4 
synthetic) 


RUBBER 


Whenever you wish to mark finished products, 
raw materials, parts, bins, or shipping cases, 
ten to one you'll find the right ink for the job 
in Carter's broad line of special marking inks. 


Look for the answers to your marking problems 
in Carter's Marking Guide. It's yours with- 
out charge. 

-——- Clip coupon and mail -——-~ 


THE CARTER'S INK COMPANY 
Dept. S-4, Cambridge 42, Mass. 


Send me your free booklet, “Carter's Marking 
Guide”. 


Name 


Firm 


Street 


| 
| 
| 
| 
| 
| 
| Title 
| 
| 
| 
| 


City 


For More Information Circle No. 201 





Advertisement 


LATEST 
MACHINE 
ACCOUNTING 
DATA 


Punched Card Publishing Co., 502 Mae 
Detroit 2, Mich., announces 
publication of Volume ghd 7 
Punched Card Annual.’’ Each year, D. 
\. Talueci, its editor, collects the latest 


accounting develop 





cabees Bldg., 


material on machine 


ments and crowds it into 200 large illus 


pages. There are over 50 articles 


bing punched card systems in con 


ro “ ee tee ee 
A Pudlicet dedicated the Adve 


VOLUME FOUR * 1955-1956 = 


New 


supplies are 


panies Of every type. equipment, 


pictured and 
hints’’ tell how to 


Mach ne \e 


applications 


accessories and 
Numerous *‘ 
simplify speci fir obs. A 


deseribed. 


counting Forecaster lists 


commonly used or contemplated in differ 


businesses so the reader can 


ent types of 
cations with 


compare his company’s appl 
those sewhere. The foreword lists out 


standing features of previous volumes 
which are still available to provide a 
library of practical information. Volume 


four $7.50. All four volumes $25. 





For More Information Circle No. 216 
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CARBON MANIFOLD SETS 


Carteret Printing Co., 480 Canal St., 


New York is N. 


which eli ‘ waste me and motion 


makes Duplisettes 


These are 

1it sets which 

tvpewriter with letter 
ginal form to make 

is desired. Last 

this product but pub 

on upside down. As 

vove, Duplisettes have the 

, 


stub at the bottom. For 


freé amples, Circle No. 


29090 


VSS. 


SCREW HOLDER 
Wilhelm Dreusicke & Co., 
KG, Lutzowstr. 3, Berlin W 
), Germany, makes a pat 
Holder 


interchangeable bits: 


ented Screw with 


three 


and 4 mm 





approxi 
mately 3”. i" and 
16”), 28 


SPCUTS 


to use anc 
lv holds small serews 
by pressing together and re 
flange 
is held 


released, 


leasing the top and 
of the holder. Screw 
when pressure is 


Pressing the top releases 





the serew. This firm makes 
line of tools, 
parts and Union steel office 
For More In 
formation Circle No. 376. 


a complete 
mA ] ne 


TY pe 
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SMO-KING'S AUTOMATIC 


"SPIN-TOP"” 


Floor Model Stands 


The No. 38 Smokers’ Stand 
(illustrated) features the sensa- 
tional ‘'Spin-Top'"’. A touch of 
the finger—''presto''—the top 
spins itself clean! 


Base and Top are of polished 
Chrome or Brass, combined with 
Black, Grey, Bronze, Green or 
Maroon. Overall height—26", 
top—7"', base—8''. Many other 
models in a complete range of 
new low prices, 


a 


R 
Ni 


css tai 


To find keys as easily as letters... 


Organize your keys, like you file letters, 
so they'll be always available when needed. 
It ends valuable time lost searching for keys 
and unnecessary expense if they can't be 
found. And with TelKee's Visible Cross-Index 
(secret code book) keys are readily picked 
out by authorized persons only. To all others 
they're meaningless. Send for FREE catalog 
No. O-30 


¢ No Dirt ¢ No Dust ¢ No Smoke 
¢ No Smell 


For illustrated Brochure 
—~ “rite to 


¢ 
PRODUCTS 
er Incorporated 


Dept. X-3 II! Pioneer Street 
Brooklyn 31, N. Y. 


x 


WU0 7 


38 


TEL fix KEE 


The MOORE KEY CONTROL Systems 


P. ©. MOORE, INC. A _ Subsidiary of 


Territory available to established sales representatives. 
 @2@e eee ee eS Se SS SS SS SSeS eee es eS 


For More Information Circle No. 265 


Multilith Owners! 


Better Presswork 


OR YOUR MONEY BACK! 


Jumbo Shell is sue- 
cess-proven 10 yrs.! 
Thousands sold on 
approval, less than 
1% returned. Many 
in use 8-10 years, 
still good! Improves 
presswork amazing- 
ly. ‘It’s like 3 ex- 
tra rollers!’’ say 
users, Installs in 5 
minutes without 
drilling. Choice of 
brass or lucite cyl- 
inder, only $29.50; 
postpaid if check 
with order. 5-year 
guarantee. 10-day 
money-back guar- 
tee. Write! 


FREE! Slash masking, set- 
© uptime! Try 5 Base 
Line Masking Sheets FREE! 
For Nos, 1250, 1300, 2066-SD, 
LD, also Davidsons. Mention 
make, model press! 


LITHO ENGINEERING & RESEARCH 
3241 Eastlake Dept. OM 


For More Information Circle No. 266 
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COMPLETE 


Seattle 2, Wash. 


SUNROC CORPORATION, Glen Riddle, Pa. 
For More Information Circle No. 267 








Southern Folder & Index Co. 


P.O. Box 1232, El Dorado, Ark. 
Small Folders in the 
"Dixie" System 
help you find 


material easily. 


The guides are 


two positions 
left 
with folders 


Your inquiries answered promptly. 
Write for catalog. 





For More Information Circle No. 268 








< of the Office 





NMAA Convention 


The annual National. Machine Ac 
Assn. convention will be held 
June Houston’s Shamrock Hilton 
Hotel. R. O. Cross, 


eountants 
26-29 at 
chief general account- 
ant, Southern California Edison Co., will 
NMAA president. Donald L. 


Gerighty is executive vice president. The 


preside as 


convention program for June 27 will in- 


clude a general business meeting, key 


note address and an outing at the Rock- 
ing-R-Ranch. Scheduled for 


board of directors 


June 28 are 
a national meeting 
general electronics conferences, 
A panel work 
held 
Conference and seminar le: 
Robert H. Gregory, 
of industrial m 
setts Institute of 
Acker, director of 
tors for Ethyl Corp., 
R. D. Dotts, 
planning and 
Pacific Mutual 
Angeles, and Walter F. 
Shell Oil Company’s tabulating 
New 
conference on ‘‘Analyzing and 
Acker 


inter- 


seminars, 
a social hour and banquet 
shop and luncheon will be June 28, 
1ders named 
so far are: professor 
anagement at Massachu 
Technology; E. A. 
Applica- 


Rouge, La.; 


Electronics 
Jaton 

assistant vice president, 
coordination 
Life 


department, 
Insurance Co., Los 
Blair, head of 
installa- 
tion at Orleans. Prof. Gregory will 
lead a 
nace g Office Operations.’’ Mr. 
will be a conference leader at the 


mediate electronic computer session, and 
Mr. Dotts will lead the 
ference on the Univaec 
ciated with 


varying capacities since 


electronic con- 
Asso 
punched ecard equipment in 
1940, Mr. Blair 
will lead a seminar on ‘‘Crude Oil and 
Aceounting.’’ 


computer. 


Gas 


Annual Microfilm Meeting 


The N Microfilm Assn. will hold 
its fifth annual meeting at the Congress 
Hotel, Chicago, April 23-24. The 


vational 


program 


174 


will fe discussions and 


other events covering the 


sature papers, panel 


status, use and 
progress of microreproduction techniques. 
There will be exhibits of equipment, sup 
plies istration blanks 
ay be 


and te hniques Reg 
obtained from association offices, 
64 Cor Watertown, 


Mass. 


monwealth Road 


Railway Systems Conference 
Svste! 


Assn. 
Morrison 


Procedures 


Railway 
] 


holds its annual meeting at the 
Hotel, Chicago, pril 19. Program 
chairman is G. B. utton Jr., Toledo & 
Ironton Railroad 
convention. W. 
& Ohio Railw 


17 


will follow wi 


will open the 
ntie, ¢ hesapeake 
and RSPA 


president, 


annual report. Key 
note address | delivered by A. R. 
Seder, vice president, Assn. of American 
Railroads. 
Technical 
the three-day 


matic 


sub ects to he covered at 


meeting will include: auto- 


data pro thout a com 


essing Ww 


puter, prepa ey for a arge computer, 


proe 


control 


mon data 
integration ¢ nventory 
problems, within a railroad and with 
other railroads ar 


suppliers. Panels will 


inter-railroad 


discuss 


egration and 


possibilities for furthe: ntegration. 


SAM-ASME Conference 


A trend-setting prograt has 
planned for the 11th 
ring Conf 


he en 
Manage 


sponsored 


Annual 
ment Engines rence, 
jointly by the Society for 
of Management and the 
American Society of 
Engineers, to be held April 26-27, at the 
Hotel Statler, New York. 
theme is ‘‘Management Know-How 
U.S.A.’’ Sixteen distinguished technical 


Advancement 
Management Di 
Mechanical 


vision of 


Conference 
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HAMMERMILL'S 
WHIPPET 


fe 


Prize winner of its breed... 


WHIPPET BOND 


PERFORMANCE— Whippet Bond runs 
fast over the presses because it’s uniform. 
Uniform bulk prevents double feeding. 
Uniform surface helps you get attractive 
printed jobs—letterpress or offset. 


APPEARANCE— Here is a paper whose 
brighter blue-whiteness makes type and 
artwork stand out crisp and clear. Good 
opacity for printing on both sides. Also 
available in six pleasing, like-sided col- 
ors. Millions of pounds sold every year. 


BREED— A Hammermill product. On the 
market for 16 years with quality im- 


provements to provide continually finer 
appearance and_ better performance. 
Stocked and sold by Hammermill Agents. 


SHOW POINTS— Attractive, weather- 
tight ream wrappers protect Whippet 
Bond’s balanced, built-in moisture con- 
tent from mill shipment right up to press 
time. Sturdy, easy-to-use 
cartons provide for 
handling. The 

Hammermill Pa- VID, 


4 Pon — 
per Company, LaF BOND 


Erie, Pa. 


shelf-service 


easy storage and 


WHIPPET 


For More Information Circle No. 215 
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TRANSFER FILES 


because it’s the _ 
ro) 


FRAMEWORK 


that Counts 


TRANSFER FILES 











STAX ON STEEL files are STRONG. Strong because heavy-gauge rust 
roof channel et side plates carry weight at four equal points, front 
and rea this gives vertical strength. Strong because st 

snugly into place to give horizontal strength. St 


eel stacker 
ong because key-hole 
unit de by le this gives an entire 


ytted side plates inte ck 
file bank double strength. 


The conomy of | 
gated fibre 


est qualit 
reasonable pr 
with rustp 
irawer pu You can 
ON STEEL 
aluable fi 


Pictured at right 

s part of an 

nstallation of 6100 
Stox On Steel file units 
in the file rooms of 
Boeing Airplane Co. of 
Wichito, Konsos. They 
stack them 12 high 
to the ceiling—and 
find thot records ore 
always neot, clean 


and easily accessible 


4 BOEING AIRPLANE eye, 
: Gee von masse , 
remrrn sway 

ae 


STAX ON STEEL Transfer Files are available in Letter, Legal, Check 
and Tabulating Card sizes. Send for Catalog 0-4 


7 Neat) BOX COMPANY 
— SERVING STATIONERS SINCE 1918— 
720 $. Dearborn Street 
Chicago 5, Ilinols 


More Information Circle No. 116 
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will deal 
Information 
Work 


Techniques, 


speakers in eight 
with: Operations 
Automation, 
ment, Statistical 


Handling, 


sessions 
Research, 

Measure- 
Material 
Control and 


Processing, 


Maintenance 


Cost Reduction. 


Joint Computer Conference 

The 1956 Eastern Joint Computer Con 
ference is set for Dee. 10-12 at the Hotel 
New Yorker, New York, reports con 
ference chairman J. R. Weiner of 
ington Rand. This meeting, 
Institute of 
Institute of 
Assn. 


Rem 
jointly spon 
Radio Engineers, 
Eleetrical En 


sored by 
American 
gineers and for Computing Ma 
theme, ‘‘New 


Developments in Computers.’’ In addition 


chinery, will have as its 


to a program of technical papers, the 
meeting will feature exhibits by manu 
facturers in the computing field. Registra 
tion at the conference is $5 for members 
of any of the sponsoring societies, $8 for 
non-members. Advance registration is $4 
for members, $7 for non-members. All 


registrants will receive a free copy of 


the proceedings. 


Time and Motion Clinic 

The 
accepting 
Methods 


conjunction 


Management 
Fifth 


Industrial Society is 
Annual 
Contest, held in 
with its 20th Anniversary 
Time and Motion Study and Management 
Clinie, Oct. 31-Nov. 2, at the Hotel 
Sherman, Student groups and 
practitioners are invited to submit entries. 


entries for its 
Improvement 


Chicago. 


Office Productivity 
Seminar sponsored 
by Montgomery 
County Manufactur- 
ers Assn, in Norris- 
town, Pa., and con- 
ducted by Earl P. 
Strong, professor of 
management, Penn- 
sylvania State Uni- 
versity. Prof. Strong 
can conduct the 2- 
seminar 


More Information 


Circle No. 385. 
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Secretary of Commerce Sinclair Weeks shows 
his proclamation declaring April 22-28 Na- 
tional Secretaries Week and April 25, National 
Secretaries Day, to Cassandra Waterman, 
president, National Secretaries Assn. and 
K. P. Morse, president, Office Equipment 
Manufacturers Institute. National Secretaries 
Assn. and Office Equipment Manufacturers 
Institute are co-sponsors of the week. 


The society will award second and 
third 


and 


first, 

place trophies to winning schools 
companies. Individuals will receive 
certificates of merit. Rules for the contest 
may be obtained from Industrial Manage 


Wacker Drive, Chi 


ment Society, 35 ==E., 


eago 1. 


Records Control Plan 


Electronic machines are compounding 


the paperwork problem, according to 


studies by National Records Management 
full-scale, simultaneous 


Council. Only a 


attack on all phases of business records 





NOW... offered to you 
‘for the first time! 


“*Plasti-Clear’’ 
Cover 


“MANUAL OF MODERN PLASTIC 
AND LOOSE LEAF BINDING.” 


This handsome, elaborate Manuval—colorfully 
GBC plastic bound—has been months in 
preparation and is one of the most expensive 
and idea stimulating books ever offered for 
selected distribution. Illustrates the many ad- 
vantages of the modern GBC Binding System 

. increased efficiencies ... savings in time 
and money... greater prestige, readership, 
and life for catalogs, reports and presenta- 
tions. Pages lie flat—turn easily. You and 
your staff will want to examine this informa- 
tive manual. 


——_- 


Cy Send for your FREE copy today. 
J Supply is limited. 











one 
General Binding Corporation 
812 W. Belmont Ave., Dept. O-4, Chicago 14, III. 














For More Information Circle No. 269 


=PLYMOUTH 
= 


Rubber 
Bands 


OUTSTRETCH 
OUTLAST 
ALL OTHERS 


PLYMOUTH RUBBER 
“x f COMPANY Iac., 
Bands tor Every Purpose Conton, Mass. 


For More Information Circle No. 270 
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ean keep management from being en 
gulfed in paper, the council asserts. 
NRM(¢ has developed an _ Integrated 
Paperwork Control plan to integrate all 
processes connected with the life span 
of business records from beginning to 
end. A folder describing the plan can be 
had from National Records Management 
Couneil, 555 Fifth Ave., New York 17. 


Temporary Help Group 

The Assn. of Ter ! , Office Services 
was formed by 20 firms supplying tem 
porary office help in the New York City 
‘lected are: Robert Hood, 
ent: Margaret L. Manchester, vice 
ent; J. S. W lliams, treasurer: Al 


area. Officers ¢ 


vera Stone, secretary; Al Mann, informa 


t n secretary 


Executive Records Group 

The Assn. of Records Executives and 
Administrators has been formed with 
the following officers: A. A. Deter, Linde 
\ir Products Co., president; Charles H. 
Wissmann, Socony Mobil Oil Co., vice 


W. Humphrey, N.Y. 
Wall St., New York, 
J. Santo, Port of N.Y. 
v, treasurer. 


rr se 


National Conference 
& Exhibit Calendar 


Railway Systems & Procedures Assn., 
Morrison Hotel, Chicago, April 17-19. 
National Microfilm Assn., Congress Hotel, 

Chieago, April 23-24. 
Systems Conference, American Manage 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—3 widths. 
Send for Circular 53-0 and 


rices. 
I. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, Ill. 


For More Information Circle No. 271 
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ment Assn., Roosevelt New 
York, April 23-24. 

Southern California Business Show, Am 

Hotel, Los April 


Hotel, 


bassador Angeles, 
24-27. 

Society for Advancement of Manage 
ment, Statler Hotel, New York, April 
26-27. 

Institute of Internal Auditors, Kdge 
water Beach Hotel, Chicago, May 13 
16. 

National Assn. of Credit Men, Cincinnati, 
May 13-17. 

New York Stationery Show, New 
Hotel, New York, May 13-18. 

American Institute of Industrial Engi 
neers, Shoreham Hotel, Washington, 
D.C., May 17-18. 

Insurance Accounting & Statistical Assn., 
New Yorker Hotel, New York, May 
21-23. 
| National Office Management Assn., Ben 
Hotel, Philadelphia, May 


Yor ker 


Franklin 
20-24, 


National Assn. of Cost Accountants, Con 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 


COFFIELD 
EVERLASTING 
Interchangeable 


ORGANIZATION 
CHART 


A typist, a typewriter and typing paper are 
all you need to keep your chart up to date 
It's that simple! 

ELECTRO-MOTIVE DIVISION 
GEWERAL MOTORS, CORPORAT! 


$ 
+ 
' 
LJ 


tin eee 





* Sizes to Fit Any Organization Structure 
» All Parts Are Movable and Re-usable 
¢ Photographs for Sharp Prints 
Write for Free Illustrated Folder 
with Price Schedule No. O-4, 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
For More Information Circle No. 235 


PREMIER AUTO-FOLDER 


automatie com- 


Folder 
folds: up to 


lully 
pact makes 7 
most-used 
7,200 pieces per hour! 
Easy to operate, makes 
instant 


changes from 


one style fold to an 


Rugged 


‘onstruction, handsome 


ther. Steel 
Silver Grey and chrome 
trim. time, 
money, desk space. 


Saves 


pays for itself in ONE mailing! 


Hand 
Operated 
$89.95 


Motor 
Operated 
$129.95 


LOWEST PRICED FULLY AUTOMATIC 
FOLDING MACHINE MADE! 


WRITE TODAY FOR NAME OF YOUR NEAREST DEALER! 


MARTIN-YALE, INC. 
2100 West Fulton Street, Chicago 12, Illinois 


For More Information Circle No. 236 
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IT’S VISIBLE §& 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 
copies. 
WRITE FOR 
DETAILS 


654321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—--105 W. Madison St,, Chicago 2, Ill. 


For More information Circle No. 156 


THE BEST 


Every Office needs them 
Alert Dealers SELL them 
J PEEDRITE 
Chechwriter 


Frror-No 
Copyholder 


Chack Signer 


COMPANY, INC.- ROCHESTER 20, N.Y. 


40 MT. HOPE AVENUE 


For More Information Circle No. 157 


























MAKE 
CLOTH and CARBON PAPER 


RIBBONS 
WITH THE JUDELSHON 
+360 CUTTING MACHINE 


ALSO: WINDING, SLITTING 
and EDGE-GLUING MACHINERY 


. . Write for More Information. . 


OSCAR |. JUDELSHON, INC. 


148 GREENE ST., NEW YORK 12, N. Y. 


For More Information Circle No. 158 











QUOTE —UNQUOTE 


“For the finest of SUPPLIES and SERV- 
ICES in the office machine field .. . see 


SHIPMAN-WARD'S...” 


panne 





( were 

That’s what the deolers say 

who buy SHIPMAN-WARD’S famous rebuilt 
electric typewriters now in pastel 

tones . . . best quality parts and, of course, 
the famous B. F. Goodrich typewriter 
platen .. . and SERVICE. 


SHIPMAN-WARD MFG. CO. 


» 1892! 





erving the industry since 


320 West Ohio Street * Chicago 10 Illinois 


For More Information Circle No. 159 
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rad Hilton Hotel, Chieago, June 24-27. 
National Machine Accountants Assn., 
Shamrock Hotel, Houston, June 27-29. 
National Office Machine Deaiers Assn., 
Shamrock Hotel, Houston, July 8-11. 
National Assn. of Bank Auditors & Con- 
trollers, Shorham Hotel, Washington, 

D. C., Sept. 17-20. 

American Institute of 
Olympie Hotel, Seattle, Sept. 22-27. 

National Stationery & Office Equipment 
Assn., Hilton Hotel, 
Sept. 29-Oct. 3. 

Controllers Institute of 
dorf-Astorin Hotel, 
50-Oect. 

ational Institute of Governmental Pur- 
chasing, Conrad Hilton Hotel, Chicago, 
Oct. 14-17. 

National Business Show, 
York, Oct. 15-19. 
ystems & Procedures Assn. of America, 
sellevue-Stratford Hotel, Philadelphia, 
Oct. 22-24 

National Business 
Westchester Country 
Oct. Z8-Nov. 1. 

{Industrial Management Society, Sherman 
Hotel, Chieago, Oct. 31-Nov. 2. 

Eastern Joint Computer Conference, New 
Yorker Hotel, New York, Dee. 10-12. 


| 


Accountants, 


Conrad Chicago, 


Wal 


Sept. 


America, 
New York, 


New 


Coliseum, 


Forms Associates, 
Club, Rye, N. Y., 


er ————_. 

) EFF ICIENCY 
ACIE 

| ECONOMY 
DEPT. 


c 
Grol > 


‘We're going to eliminate this department 
‘or reasons of efficiency and economy!” 
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=SPEEDS 
FILING 


and 


FINDING 


STENCILS, 
OFFSET 
NEGATIVES 
& MASTERS 


VERTICAL FILES 


Filing capacities from 100 to 1000 units. 


' ry } 


Easiest way to file — fastest way to find your 
stencils, offset negs and masters. Patented 
MIM-E-O Spring Clips hold 2 negs or masters 
on each hanger — save space — identify con- 
tents at a glance. Vertical hanging prevents 
marring, curling, damaged edges. Scientific 
ventilation prevents corrosion. The MIM-E-O 
Filing Method eliminates wasteful duplica- 
tion of preparatory work — saves your origi 
nals for low-cost, perfect re-runs. 


Models to file A. B. Dick No. 350, Multilith 
No. 1250 and 2066, Davidson No. 241, No. 
251 and No. 233. 


- \< EASY TO FILE 
Nn ¢ 


\ + 4 
Patented Spring , 
Clip Hanger 


Holds 2 stencils, 
negs or masters. 





Find by Angle 
Index Tab. 


EASY TO FIND AX 

WRITE TODAY FOR FREE ILLUSTRATED BROCHURE! 
MIM-E-O STENCIL FILES CO. 
1219-21 W. Chestnut St. e Chicago 22, Ill. 


300 Distributors . . . coast to coast to help you 
solve your stencil or offset filing problem. 


For More Information Circle No. 254 
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Zaenglein Joins Underwood 
W. G. 


was 


Zaenglein 
named execu 
tive vice president 
of Underwood Corp. 
in an announcement 
by Fred M. Farwell, 
president. Mr. Zaen 
glein, formerly pres- 
ident and vice 
chairman of the 


board of Monroe 


W. G. Zaenglein 


‘aleulating Machine 


Co., will direet sales, service and Under 


wood’s expanded electronic and electro 
research and 
addition to other 
duties. In announcing the 
Mr. Farwell said that 


or producer of 


mechanical development 


programs In executive 


Underwood, ama 
typewriters, has ‘‘a tre 
mendous growth potential with all types 
which will be de 
hard-hitting team 


Zaenglein.’’ 


nachines 
veloped and sold by 


spea rheaded by Mr. 


of business 


Burroughs and ElectroData 
Phillip Fogg, chairman of the 
ElectroData 


John ss. 


board of 
Corp., Pasadena, Calif., and 
Coleman, president, Burroughs 
that the board of di 
stockholders of ElectroData 


a plan whereby 


Corp., announced 
rectors and 
will be asked to approve 
one share of Burroughs common stock will 
each two shares of out 
ElectroData stock. Burroughs 
manufactures desk-size digital computers 
and will shortly 


be issued for 
standing 
announce completion of 
the first model of a large seale electronic 
system. Addition of ElectroData 
result in a complete line of electronic 


would 


data processing systems ranging from the 


desk-size computer to very large elec- 


tronic systems. 


182 


appoint ment, 


Friden to Acquire CCC 

Machine Co., San 
acquire ownership 
Corp. of Roch 
a plan approved by 


Calculating 
will 


Mriden 
Leandro, Calif., 
of Commercial Controls 
ester, N. Y., under 
boards of directors, it 
Walter S. 


Friden president and Charles R. Ogsbury, 


their was an 


nounced jointly by Johuson, 


president of Commercial Controls which 


will continue to operate as a separate 


corporation under its 
nent. This 


den to add to 


present 
enable Fri 
line 


manage 
acquisition will 
their already broad 
that 
products are 
data 


paper tape. The princi 


of machines in Commercial Con 


trols’ major widely ac 
cepted for 
through 
pal products of Commercial Controls are 


Flexowriter, 


automati« processing 


punched 
automatic writing machines 


and Justowriter, automatic tape operated 


composing machines. In addition, Com 


Controls manufactures and dis 
through branch 
throughout the country a mail 
equipment line and the Ticketo 
and payroll control 
founded in 1934, pro 
rotary type cal 
adding and list 
and Add 


data proce 


Ine reial 
tributes oftices and 
agencies 
rootn 
graph, a production 
machine. Friden, 


duces and distributes 


culating machines, tape 
ing machines, Computypers 
Punches utilized in automatic 


»Sssing 
M ing 


Joseph Dixon Executives 


The following executive appointments 
by Joseph Dixon Crucible Co. 
nounced by Frank G. 
dent: R.C. Brock, industrial sales 
manager to general sales manager; David 
C. MeMillin, from western district mana- 
ger to 


at Jersey 


were an 
Atkinson, presi- 


from 


general sales manager, 
A.G. Fletcher, from 


assistant 


City; 
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“The Complete Line — 
That Stands the Test of Time’ 


RECORDS 
ETERNAL 
CARBON PAPER 


son, 
ury, 
hich 
rate 


RECORDS 
ETERNAL 
RIBBONS 


sing r Lightweigh A standard of pertection 
nei eather t in Fine Cotton Ribbons 


are Light, Elite Medium, 


ines are i lich iat Precise Medium, 

ated Service Medium, 

‘om Medium Heavy, 

dis Heavy 

and 

mail 

eto 

itrol 

sir STORMS 
SERVICE BUREAU 


eal 
list 


Add The Storms Service Bureau is ready 

roe to help you with special applications 
of Carbon Paper, Inked Ribbons and 
Carbon Rolls. You are invited to 
consult with Storms whenever you get 
such requests from your customers 
No obligation, of course 


ents H. M. STORMS H. M. STORMS COMPANY 


on Storms Building, Brooklyn 38, N. Y. 

» Gentlemen: 
resi- COMPANY () We would like to know more about tne profit possibilities of Records 
ales Eternal Carbon Paper and Ribbons. Please send complete information. 
| 4 , " STORMS BUILDING () We would like a copy of the Storms Catalog. 
ada BROOKLYN 38,N. Y. en a are ina 
ana- COMPANY NAME_ feat 
ger, I acsrcicaiciicicstabrimpaniii niaaiainpshidnedagp moagiaaalaih ices 
rom rn . ee EE 


For More Information Circle No. 117 
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For the best in 
USED MONROE 


CALCULATORS 


You can depend on the quality and condi- 
tion of our used Monroe Desk Calculators 
—offered by the only outlet directly author- 
ized by Monroe to distribute equipment of 
this kind. 


CALCULATOR EQUIPMENT CORPORATION 
S56 Central Avenue, Orange, New Jersey 


For More Information Circle No. 198 
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special representative, graphite and lubri 
cants division, to western district mana- 
ger; Harry I. Goecker, from purchasing 
agent to director of purchases; and E.M. 
Strom, from sales representative to as- 
product manager, 
lubricants division. 


sistant graphite and 


Royal McBee Moves Offices 
Executive offices of Royal McBee Corp. 
were moved to Port Chester, N.Y., it was 
announced by president Philip M. Zenner. 
Removal to the 19-acre site, equidistant 
between Hutchinson River Parkway and 
Port Chester, was completed March 3. 
Royal McBee Corp. was formed in 1954 
with the merger of 52-year-old Royal 
Typewriter Co., and McBee Co., estab- 
lished in 1906. Sales of the merged com- 
pany totaled approximately $85 million 
and the company’s net worth is in ex- 
cess of $33 million. Of the 200 employees 
headquartered in Port Chester, 106 pre- 
viously worked in the New York City 
office. A parking lot with adequate 
facilities handle those who drive to 
work. Those commuting from New York 
have transportation by special bus from 
the Port Chester railroad station. The 
Port Chester telephone number is WEst 
more 7-3000. Executive offices still re- 
maining at 2 Park Ave., New York, in- 
clude the advertising and traffic depart- 
ments of Royal Typewriter Co. and ex- 
offices of McBee Inter- 
national Division. Controller’s and treas 


ecutive Roval 


Tue Orrice—April, 1956 


urer’s departments of Royal Typewriter 
Co. are at the main typewriter plant in 
Hartford, Conn. 


Heads Monroe Electronics Div. 
ei The appointment 
of Samuel S. Smith 
as general manager 
of the Electronics 
Division of Monroe 
Caleulating Ma 
chine Co. was an 
nounced by Fred R. 
Sullivan, president. 
Mr. Smith will have 
his headquarters at 
plant in 
two 


Samuel S. Smith : 
Monroe’s 


Plains, N. J. For the 
years, he has acted as management con 
sultant to Monroe and prior to that was 
manager of the company’s dealer divi 
sion. He is well office 
equipment industry and in national man- 
agement circles. Mr. Sullivan also an- 
nounced the appointment of William L. 
Slover as business manager of the Mon 
roe Electronics Division. William H. 
3urkhart continues as director of 
tronics research, the position he has held 


Morris past 


known in the 


elee 
since 1952. 


Director of Merchandising 


Herbert F. Bruning, president, Charles 
Bruning Co., Chicago, manufacturers of 
Copyflex reproduction machines and 
materials, announced the appointment of 


New executive office building of Royal McBee Corp. in Port Chester, N. Y. 





Its +43 Simple re 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING e@ BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 








eel 


DEPT. 4 
45 SECOND STREET 
SAN FRANCISCO 5 
CALIFORNI 


a 





SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 


For More Information Circle No. 242 
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} 





| St. 





James E. Patas to the new post of direc- 
tor of Merchandising. Mr. Patas joined 
Bruning’s Seattle branch 1946, was 
named office manager shortly afterwards, 
and has of the Seattle 


sales staff for the past five years. 


in 


been a member 


| NOFA Convention 


With 
registration, the an 
convention of 
National Office 
Assn. 1n 
March 2 
for 


over 2,100 
nual 
the 
Furniture 
Louis, 
5, set a 
attendance 
high in 
ber and quality of 
exhibits. The 
vention this 
was highlighted by much that was new 
in conception and equipment in displays 
and The. 
model offices themselves proved so effec- 
tive that NOFA is having photographs, 
floorplans and specifications prepared in 
a brochure for distribution to members. 
John E. Mossman of Desks, Inc., New 
York, was elected president for 1956-57. 
Mr. Mossman has much valuable 
work for NOFA in varying capacities for 
numerous years and will prove a tireless, 
In 1957, NOFA will 
for llth annual 


record 
and a 
new num 


con 
John E. Mossman 
year 


a set-up of six model offices. 


done 


enthusiastic leader. 
New 


convention. 


go to Orleans its 


Dictaphone Recording Division 


A separate Recording Machine Divi 
sion has been established by Dictaphone 
Corp. Dictaphone has long been active in 
the design, manufacture and of 
specialized recording machines for moni 
toring and logging telephone, radio and 
Dictaphone 
such 


sale 


communications. ma- 
chines, recording upon 
plastic belts, magnetic belts and magnetic 
tape, are widely used here and abroad by 
Government, business and industry. A 
few specific applications include record 
ing of air traffic control communications, 
fire, police and emergency alarms, radio 


live 
media 


as 
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IF YOU'RE SEEKING 
THE POT OF GOLD... 


we can’t help. If you’re seeking lower 
costs for 50M or more quality Snap- 





apart or Tabulating forms, you want 
B-V FANFORM ... the construction 


! 
The Mark of Quality based on NATURAL ECONOMY! 


BOnnAR-VAlWrerR 


1735 E. 30TH STREET e CLEVELAND 14, OHIO = 
Sales Offices in Principal Cities ABTA Zl. 




















For More Information Circle No. 188 


a Brand New Erasers — 


reins ag In Tune with Today’s Business! 


These new Weldon Roberts Erasers achieve neater, faster 
erasing of writing from today’s electrically and manually- 
operated typewriters and office machines. They save over- 
head substantially by speeding and simplifying the work of 
office employees. 


NO. 378 GRAYPOINT. 

—— Paper-w oo ality 
gray eraser or ink 

TR te Re Yeeynoud No378.. ea typing. For typ- 

ists office workers, 
draftsmen, account- 

NO. 448 GREEN ants. 

GLOW. Paper- 

wrapped soft green { 

at See See > Es avian 

variety of pencil an , | maven, Waldon Robeilb Enanan an Green. 

cleaning work. For of- Lit th) ee abit tt Betisnee canes zen. Glow No448 . 


fice, drafting and 
school use. 














Ask your stationer for demonstration NOW! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World’s Foremost Eraser Specialists 





For More Information Circle No. 189 
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Every DEALER & STATIONER 
can sell the 


RESULTA 


world’s 
smallest 
adding 
machine 
a 


Resulta answers the need for a good, inexpensive, 
portable adding machine. Despite its low cost, it 
is @ precision-made machine which adds, subtracts, 
multiplies and even gives credit balances. It can 
do more than most of your customers will ever need. 
And remember this — ONE YEAR EXCHANGE 
GUARANTEE with no servicing ever required. SELL 
this miracle of fine German craftsmanship by join- 
ing our fast growing dealer organization. Write for 
full particulars: 


RESULTA ADDING MACHINE CO. 
110 Glen Head Road, Glen Head, L. I., N. Y. 
(Factory warehouse with ample supply 
of machines aXvays on hand.) 


For More Information Circle No. 175 


mer a SPECIAL index a 


build it yourself 
with... 


\ Smith’s 
OPNWINDO 
Steel Guides 


Just type the 
captions you need—slip them 
quickly into these movable 

clamp-on guides. 1001 other 
uses to save time and improve 


your filing. Available in 1” or 
2” widths. Packed 25 to box with 
labels in strips for easy typing. Also 
alphabetic labels to 200 subdivisions. 
See your office supply dealer or write 











CHARLES C, SMITH. INC, 


For More Information Circle No. 176 
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BOTTOM LINE CARD, HOLDER 


Pontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $2.00 to $2.45 


Ask Your Visible Systems Supplier 
or write to PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 


For More information Circle No. - 177 





‘| Geos SELECT ROUGH 
ry OFFICE MACHINES 


LOW PRICES - HIGHEST QUALITY 


Hundreds 
from our huge stocks. Write 


always available 


for price list. Also 
and duplicating 


today 
addressing 
equipment. 


Cable address: ADDBOOKAL 


INTERNATIONAL 
<é - OFFICE APPLIANCES, INC. 


<2 326 BROADWAY NEW YORK 7, N.Y 
masta HAnover 2-6700 





For More Information Circle No. 178 
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monitoring, inventory-taking. The cor- 
poration expects considerable expansion 
in its reeording machine business as a 
result of the many new developments it 

working on in the field of specialized 


recording. 


W assell Sales Manager 
Wassell Organiza- 

tion, Inc., Westport, 

Conn., announced 

the appointment of 
G. Martin 
general sales man- 
Mr. Martin 
s been associated 
with Wassell 
1947; for the 


two years as south- 


as 


K. 


ager. 
a 


h 
since 


last 


G. K. Martin 


and prior to that 


west zone manager 


as a distributor. Before 
joining Wassell, he spent 12 years with 
Marchant Calculating Machine Co. Mr. 
Martin will his headquarters at 
West port. 


make 


Walters Joins Dashew 
Appointment of 

Ralph E. Walters 

assistant to the 

president of Dashew 


as 
Business Machines. 
Ine., and director of 
coast 


east military 


and industrial sales 
engineering with 
headquarters il. 
Washington, D. C., 
announced by 
Stanley A. Dashew, president of the firm. 
Mr. Walters 
for 17 years with Addressograph-Multi- 


Ralph E. Walters 
was 


previously was associated 
graph Corp. where he served as branch 
manager of later be 
came mid-west in 
which capacity he was responsible for 
the activities of 14 branch offices. ‘‘ As 
a recognized authority on methods and 
procedures, Mr. Walters eminently 
qualified to render valuable engineering 


several offices and 


district 


supervisor 


is 


Tue Orrice—April, 1956 


| 


| 


| 





Pd, 
Te 
» 


ALL 
TANGLED UP? 








= 
_ 
- 
— 


, then find out about 
THE 


LINE ° 
Loose-Leaf Binders 
O for 


Oo 
oO Marginal Punched Forms! ray 


| ' * ’ 9° 
Olt's America’s most com- 0 


° 


° : 
oPpleteline—(includes thino 
O 


° 


ring, prong, post and 
3 

6 flexible metals.) 

fe) 


8 Write for FREE BOOKLET! 


1 00082220000 


A+++ 





Showroom & Stockroom 


41) Fourth Ave ot 28th St 


Binders & Sales Aids for Every Business Need 


FILE & BINDER CO. INC. 


Fall River, Massachusetts 





For More Information Circle No. 255 





SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Chentele 


wett 108 Crecua®, 


For More Information Circle No. 256 








TYPE CLEANING MADE EASIER 


with the amazing 


Typists ond business 
machine operotors want 
*Norta Plastic Type Cleoner 
—i1's easy to ute—no mess © Addressing Plotes 
— no liquids to spill * Marking Devices, ote 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free sample sent upon request write to 
NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y.——— 
For More Information Circle No. 261 


3 PHON PROBLEMS 





SOLVED __ 
1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 


Mode! for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 











ae For More Information Circle No. 262 


MANUFACTURERS OF DURALUMINUM 


HOLDERS mit 


MANY 
STYLES 


MG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 263 __ 
OE OP ee ee ee ee ee ee ee ee 


| TRY THIS EVANS GATHERING RACK @f | 
30 DAYS AT OUR EXPENSE 


; Evans Specialty Co., Inc WL 





3124 Evans Building 
B 1800 E. Grace St. 
* Richmond 23, Va. 


: Let me see for m-self how one person can 


collate 3,500 pages per hour on a rack cost- 
ing from $10 to $25 retail. No obligation. 


Name 
f Address 


ee ee ee ee ee ee ee ee ee 
For More Information Circle No. 264 
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service in adapting our 


individual 


equipment and 


systems concepts to manage 
ment requirements for more efficient iden- 
in the operations 
shipping and re- 


stated. 


and control 


of production, 


tification 
storage, 


ceiving,’’ Mr. Dashew 


Joins Canning, Sisson 


Canning, Sisson & 


Associates, consul 
tants in automatic 
data processing and 
production control 
systems, 


that 
pinelli has 


announced 
3runo Chiap 
joined 
the company as an 
executive associate. 
His primary duties 
will be to 
business systems which incorporate the 
processing equip 
engineer 


design Bruno Chiappinelli 


electronic data 
ment. He formerly 
for the ElectroData Corp. and business 
systems analyst at Hughes Aircraft Com- 
In this position he 


use of 


was sales 


pany for 24% years. 


was responsible for explaining the pay- 
roll accounting procedures to computer 
developing Hughes’ 

Data Processor. 
Later, he became co-director of the re- 
search payroll group which was respon- 
sible > payroll 
accounting procedures onthe computer. 


engineers who were 


Susiness 


Electronic 


for programming Hughes 


Neenah Expansion 

To supply the record-breaking demand 
for fine papers, Neenah Paper Co. is com- 
25,000-sq. ft., two-story addi 
tion to their finishing room, constructed 
of brick, reinforced concrete and glass 
block. humidity control is built 
into the expanded facilities. Paper mer 
chants will benefit from the faster service 
the new facilities will provide. Improved 
material flow and more efficient finishing 
operations are expected. New machinery 
being installed includes a high-speed cut 
ter and a vacuumatie automatic counting 
Soft daylight fluorescent light 
ing will provide shadow-free illumination. 


pleting a 


Complete 


machine, 
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and 
om- 
di 

ted 
lass 
uilt 
ner 

vice 
ved 
ing 
ery 
cut 

‘ing 
rht- 
ion. 
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Wm. Dane Joins Bates 


= 


Fs ’ sates Mfg. Co. 
announced that 
William L. Dane 
is now working 
with Bates deal- 
ers in New York 
State. Since 
1946, Mr. Dane 
had been with 
International 
Jusiness Ma 

William L. Dane chines 

starting in their 

electric typewriter department. He is a 

resident of Darien, Conn. 


A. B. Dick Jr. Award Winners 


Four distributors, a regional and a 
district sales manager were winners of 
1955 Albert Blake Dick Jr. Awards. Class 
A distributor award went to Lang Co., 
Louisville, Ky. Mimeograph Distributors, 
Inc., Worcester, Mass., won the Class B 


100% FILING 


EFFICIENCY WITH 


DIV-1-DEX 


UNITS 


GAIN FILE SPACE 
AND SAVE FLOOR SPACE 


A DIV-I-DEX installation eliminates 
the space consuming follow blocks 
and divides a file drawer into six 
flexible compartments. Folders can- 
not slump — index tabs remain 
plainly visible, saving time, space 
and money. At your stationers or 
write for literature. 


CEL-U-DEX CORP. 


Corp., 


award. The C division winner was But- 
lers, Inc., Wilmington, Dela. Class D was 
Albright’s, Las Vegas, Nev. Myron Stolp 
was leading regional sales manager and 
Walter Bibby was winning district 


manager, 


Columbia Ady. Manager 
Frederick L. 
Bunting has_ been 
named advertising 
manager of Colum 
bia Ribbon & Car 
bon Mfg. Co., fol 
lowing the _ recent 
resignation of 
Charles H. Water 
man Jr. Mr. Bunt 
ing joined the ad ; : 
vertising depart Frederick L. Bunting 
ment as assistant advertising manager in 
January, 1954, and served in that ¢a- 
pacity up to his recent appointment as 
advertising manager. 


1 Main St., Brooklyn 1, N. Y. 


For More Information Circle No. 217 
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Kieb Wins Efficiency Award ter, N. Y. All will sell and service the 
; Whitin Offset Duplicator when it 1s in 


The Washington Office Equipment ‘ 
troduced in the near future. 


Managers Assn. presented Hon. Ormonde 
A. Kieb, Assistant Postmaster General 


Bank Elects Jessup 


Bureau of Facilities, Post Office Dept., 


with its Award of Achievement. he Edgar B Jessup, president ot Mar 
award is presented each spring to an chant Caleulators, Ine., was elected a 
outstanding business executive in the member of the board of directors of 
Washington area in recognition of out First Western Bank & Trust Co. Mr. 
standing accomplishments through the Jessup fills a vacancy on the board due 
ntroduction of efficiency and economy to the retirement of Philip F. Landis. In 
nto business administration. addition to Marchant and First Western 

. Bank, he is a direetor of Soule Steel Co., 
Whitin Boston Office Western Die Casting Co., American Red 

Whitin Business Equipment Corp. of (ross, National Safety Council, California 
Whitinsville, Mass., has opened a branch lraffic Safety Fundatiion, and a_ vice 
office in Boston, according to R. A. president and director of the San 
Dooley, sales manager. The office at 195 Francisco Bay Area Council 


Tremont St. provides spacious quarters os ad , 

for the sale and servicing of Gestetner Fine Printing Club 
Stencil Duplicators, supplies and acces Parsons Paper Co. announced an infor 
sory equipment. The company has similar al club for men and women throughout 
branches in Chicago, Atlanta and Roches the country who strive to produce fine 





Today's Most Modern 
PLAN FILING SYSTEM 
PLANO-CLASS 


THOROUGHLY TESTED 
AND HIGHLY APPROVED 


General Representatives 
or Licensees Wanted. 
AGEPA LTD., 56 Dufourstrasse 
Zurich, Switzerland 


For More Information Circle No. 273 


= DEALERS: Liberal Discounts — Delivery you can depend 
Lo on. All forms carry YOUR imprint. No inventory, equipment, 
TY shipping or warehouse costs. Write TODAY to New 

Dealer, Dept. 1, 1600 E. 26th St, Little Rock, Arkansas 


> ONE-TIME Carbon Forms 


Increase Efficiency, Reduce Costs 
Sold through our Dealers only... 


| INTERNATIONAL BUSINESS FORMS == 


FORMERLY ARK-N-SETS, INC 
4 TF T . K ARKANSAS 
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makes 4-WAY SORTER 
ir NEAT ERASURES | For sorting all kinds 
a Ps of a. “eo eeee- 
: aratory to final filing 
of with a or posting. Can be 
Ir used in four different 
; = ways — one side has 
ue alphabetical and daily 
In leaves the other side, 
- oF, YR GLASS monthly and  numeri- 
l. 
is ERASE < 
, T . ; The Sorter is only 4" A Desk 
ed No slip sheet needed be- Vie aod tulbweleld, Rack is 
via tween carbon and copy. No made of hammertone “fo atx’ 
: erasing hield } ‘ finished aluminum with any 
ses rasing shield—the Rush | spring aluminum alloy Sorter 
‘an Eraser is less than one char- | leaves and rubber feet to a desk. 
acter thick. In beautiful, STYLE SIZE LENGTH be ged 
1 Pe + on on eens : d L -31 Letters 8" oz. 
life-time plastic case, handy C-31 Cards, Checks 25" 18 oz. 
to use as a pencil, with long- C-21 Checks 16" 12 oz. 
or lasting propel-repel refills. | if your dealer doesn't have the Amfile Sorter in 
Ord : | stock, send his name and we'll see that you are 
sat rder from your dealer or | supplied promptly. 
ine send 50¢ and dealer’s name, Write for illustrated circular Systems 
a THE ERASER CO., INC. AMBERG FILE & INDEX CO. | co 4:,4 
2 1068 S. Clinton St., Syracuse 4, N. Y. Filing Specialties since 1868 Servi 
‘4 7 1601 DUANE BLVD., KANKAKEE, ILL. ervice 
For More Information Circle No. 250 For More Information Circle No. 252 
| | 
a4 j 
| @ SPECIAL OFFER! | 
| i 
Two Leading German Office Fs The new 
Equipment Journals, at 
reduced combination rate! DUX 
1 rT " 
i "*BUEROMARKT'' (Office Market) general ] COMBI 
guide, semi monthly, printed in GERMAN $6.30 ; os 
“DAS RATIONELLE BUERO" (The Rational IS a 
— Office) monthly, printed in German $9.55 
| «great 
| . 
id | | time 
nt, 
Ww | Saver 
Annually Postfree \ 
as These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance : 
market. In regard to subscriptions or advertis- : 
ing rates contact our American Representatives: The original combination Tape Dispenser and Pre- 
cision Pencil Sharpener. Belongs on every desk, and 
ATLANTIC SERVICE AGENCY in every home, Sharpens standard and jumbo pencils 
‘ and crayons with replaceable razor-sharp blades. 
. 136 Liberty St. . New York 6, N. Y. Base holds up to %” tape for quick, easy use 
E Tel: BArclay 7-9550 er ane meets for office or home, Ask 
SAS VERLAG PETER BASTEN, Aachen, Germany FRED BAUMGARTEN, Dept. Z-4 
Station F, Atlanta, Ga. 

















For More Information Circle No. 251 For More Information Circle No. 253 
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| MANUFACTURERS 
EXPORTERS 


FINAL NOTICE 
FORMS CLOSE THIS MONTH FOR 1956 ISSUE 


Annually the entire Latin American continent will 
absorb a very impressive volume of your products. 
There are 19 countries in Latin America where all the 
office equipment and stationery importers, distribu- 
tors, dealers and larger users receive La OFICINA. 
They keep it, refer to it as a guide and reference all 
year long. 

The need for all office products in Latin America is 
increasing steadily as business and in- 

dustry develop. Tell these prospects 

and customers about your products in 

the 1956 La OFICINA, Its advertising 

rates are low—its coverage is com- 

plete. Your advertising in La OFICINA 

is basic to establishing and building a 

profitable Latin American trade. 

Forms close this month. 


Write Now! 
OFFICE PUBLICATIONS CO. 


232 Madison Avenue New York 16 


Circulation—10,000 
For More Information Circle No. 187 














printing, Named the Parsons King Cotton 
Club, it requires no formal obligations 


of members. Membership signifies the de- 
sire and intention to design and produce 
The elub’s 
is to help maintain fine crafts 
the industry. 
Conceived by Parsons Paper Co. a 
Gibney & 


a service 


fine printing on quality papers. 
objective 
manship in graphie arts 
nd their 
Barreca, 
to the 
to printers 
spend a great deal 
thought to attain 
Emphasis is placed on 


advertising 
Springfield, 
dustry 


agency, 
Mass., as 
tribute 


in 

in 

of 
fine 


and a and 
who 
effort 


printing 


dividuals 
time, and 
results. 
the part which fine paper, properly select 


ed, can play in final quality. in 
the club 
apply to Parsons Paper 


Mass. 


Anyone 


terested in joining during its 
charter year may 


Co., Holy oke., 


Meilink Names Blackburn 


Alberto Blackburn of Medillin, 
bia, named L 
for 
to a 


Colom 
atin American 
Meilink Steel 
joint announce 
Meilink 


has been 


sales representative 
Co., according 
by ©. C. Penske, 
and Alfred Berk, export mana 
Aetna Safe Co., New York. Aetna 
directs Meilink’s export operations. Be 
sides the Meilink and Hercules lines, Mr. 
Blackburn will continue to represent the 
Eberhard Faber Pencil Co. and Old 


Safe 
ment sales 
manager, 


ger of 


Town 


Corp. 





Adding machine salesman E. A, Mason (right) 
of Underwood Corp. received Distinguished 
Salesman's trophy from former Postmaster 
General James A. Farley at the annual Sales 
Executives Club banquet in New York, as 
Will A. Foster, president of Sales Execs, looked 
on. Mr. Mason was Underwood's outstanding 
salesman in 1955. 


| 





soRT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE 


For fast hand-sorting of cards 
checks, letters, invoices, orders, 
business forms or public docu- 
ments. We make aif types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
circulars. 
Representatives everywhere. 
Associated Industrial Designers 

. - hee 89, California 
P.O Om oeees Lee nae Ca 


Plant: 
mA. A j~ Chieaeo 


For More Information Circle No. 257 





‘The Sorter 
Veo’ Alvan: Weeted 











For Your Annual 


ae ROLLER CHANGE 


; Insist on a 
"Futuristic" 
= 5-Star Platen 
iS — for 
Sami Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 















For More Information Circle No. 258 


t 
onc es wat 


will shaainidiee pre- 
vent the mutilation, 
alteration or forging 
of the figures in 
checks and other valuable 








way 


Oe ee 





that 


(D Type) 
securities. 


: Nippo Machine Industry Co., Ltd. 


= Tenjin-cho, Nishi-ku, Yokohama, Japan 








Dessn creme = 





m= Sa a at 
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Folds 
120 letters a 


a minute! 


PORTABLE 
FULLY GUARANTEED 





Fo ‘matic 
DESK MODEL FOLDING MACHINE 
DUPLICATING EQUIPMENT AND SUPPLIES 


PRINT-O-MATIC CO.,INC. Chicago, INlinois 


For More Information Circle No. 260 











| SEA typist revealed 


— 
Z we 
Y 


her pet grudge. 


“It’s carbons that leave Vy 


finger-smudge.”’ 
Why smear a good letter ? 
Here’s a carbon that’s better. 


Try FINAL-LINE... 
You be the judge! 
That's only one reason 


for supplying all the girls 
in your office with 








Punch holes on 
this extension 
edge (uncoated 

for easy handling) 
help a typist line 
up her letters, shout 
warnings to her that 
she’s nearing the end 
of the page. 


Want Free samples? Send us a note 
on your letterhead, specify type of 
machine and number of copies made, 
so we can select the proper weight and 
finish. Please include the name of 
your carbon paper dealer. Dept. O-4. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 
36 Peerless Place, Newark 5,New Jersey 


For More Information Circle No. 249 
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Appointment 
Frank A. MeKenna 
as field 
enginecr Was an 
the 
manager ot 
Wheelock 
Inc., Long 
N. J. He 
resent the company 
n the New 
Kastern 


application 


nounced by 
sales 
Signals, 
3ranch, 
will rep 


Jersey Frank A. McKenna 
and Penn 


svlvania areas. Mr. McKenna has been 
with Wheelock for more than seven years 
as chief during 


which time he was responsible for test 


laboratory engineer, 


ing all new developments and solving 


levelopment problems for special appli 
cations. Prior to 


Federal Telephone « 


n the telephone apparatus design section. 


that, he spent two years 


with Radio Corp., 


Clary Aid for Schools 
To. aid 


operation, Clary Corp. offers a school plan 


teachers of business machine 
designed as a cor to business edu- 


ms. Available to some 27,000 


lary 
cation progra 
publie, and parochial schools in 
the country, the ‘*fills the gap be 
tween the know-how of the textbook and 


private 


plan, 


David Silvers (left), president, National Office 

Machine Dealers Assn., presents the charter 

of the New Orleans Office Machine Dealers 

Assn. to Everette Villarrubia, president of the 
new chapter. 
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Save Time! Jae Tse i 


USE FORCE E 4, 
| 

_ & ACTION Na 

WSs 3 


L NUMBERING | 


MACHINE 


WRITE FOR 1956 
MODERN MARKER 


123456 
CATALOG 


FORCE WESTERN, Inc. 


216 W. Jackson Blvd., Chicago 6, Ill. 
For More Information Circle No. 194 


J.A.HEINRICH 


DANKERS 
HAMBURG tI 


GERMANY (Western Zone)establ.1905 


An, emerempancnewers 


} PARTS i | 
\ pares | 


4 |) 


for ‘all office ‘machines 


For More Information Circle No. 195 
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RITE-LINE copyvuoipver 


e TAKES COPY UP TO 20" 
e HOLDS NOTEBOOK 





¢ SAVES EYESTRAIN 
¢ PROMOTES ACCURACY 


e INCREASES PRODUCTION e FITS IN DESK DRAWER 


e LINE MAGNIFIER EXTRA 


| Send for FREE Booklet describing RITE-LINE COPYHOLDER 
| 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 196 

















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations. 


Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO.. Est. 1592 


Originators of “Outlook” tnve pes 
V Biv 


For More Information Circle No. 197 
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Type-Right © 


ADJUSTABLE 
TYPEWRITER AND BUSINESS 
MACHINE STANDS 


A REVOLUTIONARY NEW KIND OF OFFICE 
STAND THAT INCREASES STENO’S 
EFFICIENCY 10% 


WRITE FOR CATALOG AND DETAILS 
SAMPLES SUBMITTED ON 10 DAY TRIAL 


HARDWARE ENGINEERING CO., INC. 
METAL FURNITURE DIV. 


GARRETT INDIANA 
For More Information Circle No. 160 


TYPEWRITERS 





eens — 


REGALRITE BRAND 
RIBBONS AND CARBONS 


€ 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 
% 


REGAL TYPEWRITER COMPANY, INC. 





200 HUDSON ST., NEW YORK .13, N.Y. 


For More Information Circle No. 161 
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Don’t drop 
that screw! 


Hold it with an 
H.J.J. Screw- 
holding Driver 


4 


Sizes to 

handle 

from *0 

to #14” 

screws 

/ 

THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


ee maercepsaumma? 


For More Information Circle No. 162 


INDIANA 


UNDER-COUNTER 
CASH DRAWERS 


eUE BERS RR ERERRBEHS HE 
SR GRKERSSREL RRS Ue 





assure profit 
... for you! 


COMPLETE LINE 
4 Popular Models 


e No stock to carry— J 
we will make drop 
shipment — in 24 & 
hours. 


e@ Full dealer discount. 
Model R-! 
Has removable 
metal money tray 
with lock-on lid. 


e Finest product of its type 
available. 


To sell Indiana Cash Drawers all that is necessary is to 
display one. Your customers will like this high-grade 
product made of Indiana hardwoods—with smooth finish 
inside and out. Quiet roller mechanism—warning bell 
that rings when drawer opens—high-grade dise tumbler 


aii Write for bulletin. 

INDIANA CASH DRAWER CO. 

P. O. Box 236-B © Shelbyville, Ind. 
For More Information Circle No. 163 
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the know-how resulting from experience 
on the job,’’ according to J. W. Stallings, 
Clary general manager of distribution. 
The program offers teachers free teaching 
aids and classroom demonstrators. Certi 
ficates of teaching proficiency and certi 
ficates of student proficiency will be pre 
sented, 


Half-Century for Frankel 

This, the golden anniversary year of 
Frankel Carbon & Ribbon Co., has much 
in common with its founding day in 
August, 1906, because its guiding philoso 
phy remains the same, stated Henry J 
Frankel, president. That is, ‘‘To progress 


f 


Henry J. Frankel Eugene J. Weisberg 


is to pioneer.’’ Frankel’s latest is the 
Plioweld duplicating stencil in which the 
film is attached to the back without ad- 
hesive of any kind. E.J. (Gene) Weis- 
berg, general manager of the firm which 
he has served for ten years, stated that 
a 50th Anniversary booklet describing the 
firm’s early beginnings will be mailed 
free to anyone requesting it. The address 
is 285 Rio Grande Blvd., Denver 23, Colo. 


William G. Turquand 

William G. Turquand, manager of the 
sales planning division of Underwood 
Corp., died Feb, 23. Mr. Turquand joined 
the company in 1926 as a clerk, rose to 
salesman, assistant divisional manager, 
postable sales manager, and became sales 
planning manager in 1952. Well known 
in the business machines field throughout 
the country, he was a member of the In- 
stitute for Certifying Secretaries.’ He is 
survived by his wife and three chil- 
dren. 
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— PTOTALIA 


CAPACITIES UP TO 
12 Listin 


tt 








FABBRICA ADDIZIONATRICE ITALIANA s. a 


VIALE UMBRIA 36- MILANO -ITALY 


For More Information Circle No. 240 
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-ADVERTUISERS 





Acco Products, Inc. 52 
Addo Machine Co. 100 
Aetna Steel Products Corp 3 
Agepa Ltd 192 
Aico Indexes 169 
Allen Business Meuhiinns Inc., R. C 25, 26, 27, 28 
Amberg File & Index Co , 193 
American Lithofold Corp 166 
American Numbering Machine Co. 180 
American Pencil Co. 23 
American Stencil Mfg. Co 117 
Ames Supply Co. ; 195 
Apsco Products, Inc. 154 
Arnot-Jamestown Division 3 
Associated Industrial Designers 195 
Atlas Stencil Files Corp. ‘ . er 
Baltimore Business Forms Co 130 
Bankers Box Co 176 
Basten, Peter 193 
Baumgarten, Fred 193 
Bohn Duplicator Corp 129 
Bonnar-Vawter, Inc 187 
Borrouchs Mfg. Co 64 
Bruning Co., Charles itl 
Bud Type Cleaner Co 136 
Bunn Co., B. H 53 
Burroughs Corp 83 
Calculator Equipment Corp 184 
Can-Pro Corp. 189 
Carter's Ink Co. - 170, 171 
Cel-U-Dex Corp 19! 
Chesley Industries, Inc. . 148 
Clary Corp. 

Codo Mfg, Corp. 

Collamatic Corp 

Cole Stee! Equipment Co 

Columbia Ribbon & Carbon Mfg. Co 

Commercial Controls Corp 

Copease Corp 

Copy-Craft, Inc 

Cormac Industries, Inc 

Cotterman, |. D. 

Coxhead Corp., Ralph C. 

Cramer Posture Chair Co 

Dankers, J. A. Heinrich 

Davidson Corp 57 
Dewberry Engraving Co 96 
Dick Co.. A.B 90 
Diehl, GmbH, Heinrich 19 
Ditto, Inc. Inner Back Cover 
Dorson Corp : 165 
Dupli-Typer Co 134 
Eastern Corp. 86 
Eastman Kodak Co 49 
Elbe File & Binder Co 189 
Eraser Co. 193 
Esleeck Mfg. Co 107 
Evans Specialty Co 142, 190 
E-Z Sort Systems, Ltd 186 
Faber-Castell Pencil Co., A. W 156 
Faber Pencil Co., Eberhard BI 
Facit, Inc. 133 
Fabbrica Addizionatrice Italiana 199 


200 


Ferris Business Equipment, Inc 
Force & Co., Wm. A 

Force Western, Inc 

Fremaco International, Inc 
Gates Acoustinet Co 

General Binding Corp 
Gestetner Duplicator Corp. 
Gilbert Paper Co. 

Graff Co., George B 

Graphic Systems 

Groveton Papers Co 

Guaranty Paper Corp 

H. J. J. Co. 

Hall-Welter Co 

Haloid Co. 

Hammermill Paper Co 

Hano, Inc., Philip 

Hardware Engineering Co 
Heat-Timer Corp 

Hermetite Corp 

Heyer Corp 

Hush-A-Phone Corp. 

Indiana Cash Drawer Co 
Industrial Shredder & Cutter Co. 
Inserting & Mailing Machine Co 
Inter-Continental Trading Corp 
International Business Forms, Inc 
Internationa] Cash Register & Parts Co 
International Office Appliances, Inc. 
Johnston Adding Machine Co 
Judelshon, Inc., Oscar |. 
Justrite Rubber Bands 

Kee Lox Mfg. Co 

Lansdale Products Corp 

Lee Products Co. 

Legge Co., Walter S. 

Letterex Corp. 

Linen Supply Assn. of America 
Litho Engineering & Research 
Management Control Charts Co 
Manpower, Inc 

Marchant Calculators, Inc 
Martin-Yale, Inc 

Maso Steel Products, Inc 
Mead Corp 

Melind Co., Louis 

Mendes Corp., J. Curry 

Meta! Specialties, Inc 

Michael Lith, Inc 

Milwaukee Metal Furniture Co 
Min-E-O Stencil Files Co 
Minnesota Mining & Mfg. Co 
Momar Industries 

Moore, Inc., P. O 

Morris Co., Bert M 

National Blank Book Co 
National Business Show 
National Cash Register Co 
National Office Management Assn 
Neenah Paper Co 

Nippo Machine Industry Co., Ltd 
Norta Distributing Co 

Nu-Arc Co : 
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Office Publications Co. 

Old Town Corp. : 

Olivetti Corp, of America 
Outlook Envelope Co. 

Palson Mfg. Co. 

Peerless Imperial Co. 
Peerless Photo Products, Inc, 
Phillips Process Co, 
Pitney-Bowes, Inc. 

Plastic Binding Corp. 

Plymouth Rubber Co. ; 
Port Huron Sulphite & Peper Co. 
Precision Mfg. Co. .. 
Pres-To-Line Corp. of America 
Print-O-Matic Co. 

Punched Card Publishing Ca. 
Rapid Roller Co. 

Regal Typewriter Co. 

Regna Cash Registers, Inc. 
Remington Rand Division 
Resulta Adding Machine Co 
Rite-Line Corp. 

Rivet-O Mfg. Co. .. 

Roberts Rubber Co., Weldon .... 
Robotyper Corp. .. 

Roller Press 

Roll-O-Grapbic Siw. 

Royal Typewriter Co. .. 
Saunders Mfg. Co. .... 





BIND your copies of THE OFFICE and save 
time looking for things in past issues. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 for 
your set of two binders (not sold singly) to 
Office Publications Co., 232 Madison Ave., 
New York 16. > 
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Shaw-Walker Co, , 16 
Shipman-Ward Mfg. Co. 180 
Shredmaster Corp. 138 
Siemag Office Machines Corp 147 
Smead Mfg. Co. 56 
Smith, Inc., Charles C 188 
Smith-Corona Inc 
Smo-King Products, Inc. 173 
Snower & Co., M. 108 
Southern California Seine Show . 189 
Southern Folder & Index Co. . 173 
Staplex Co. .. : , 163 
Storms Co., H. M. ‘ 183 
Tab Products Co. a 155 
Tauber Plastics, Inc. ; 152 
Thomas Collators, Inc. ; 6,7 
Tiffany Stand Co. 105 
Times Facsimile Corp. 18 
Traveletter Corp. 40 
Underwood Corp Outer Back Cover 
Vari-Typer, The aes 37 
Veeder-Root, Inc. ; . = 
Victor Adding Machine Co, ........... 38 
Visi-Shelf File, Inc. . cop ee — 
Wale Floating Nozzles =e 63 
Wassell Organization ...... 161 
Wausau Paper Mills Co. ............ ten Come 
WN a patos os <éccatidoncdas ere, 
York Safe & Lock 


Inner Front Cover 








NOWHERE ELSE 
IN THE WORLD... 


could this year’s gigantic National Business 
Show be housed adequately but in the 
New York Coliseum—the world’s largest and 
newest and finest exhibition hall. Don’t miss 


this preview of business in the electronic age 


NATIONAL BUSINESS SHOW 


New York Coliseum—Columbus Circle, New York 
October 15 thru 19, 1956 
RUDOLPH LANG, Managing Director 
33 West 42nd Street, New York 36, N. Y. * PEnnsylvonio 6-6760 oe 
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ii 
Your Management: 


Asset or Liability? 
N THE LONG RUN the only 
competitive advantage one com- 
pany hold 
management. Products, policies, 


can over another is 


equipment, processes—all these can 
be imitated or duplicated. 

The above observation was made 
by Ernest H. Re 
personnel manager of International 
Harvester Co., at the midwinter per- 
sonnel conference of American Man- 


ed, edueation and 


agement Assn. in Chicago. How true, 
but how often overlooked or forgot- 
ten! Management is continually de- 
veloping future products and poli- 
cies, devoting time and money to re- 
search, expansion and finances. But 
it is the rare chief executive who 
gives equal, if any consideration to 
tomorrow’s management. 

This problem was best answered, 
we believe, by Frank L. Rowland in 
the January 1956 issue of THE Or- 
FIcE. Mr. Rowland, managing direec- 
tor of Life Office Management Assn., 
said that a company does not develop 


202 


its own executives—they develop 


themselves. The company stimulates 
or inhibits this self-development be- 
cause its business environment in- 
fluences the attitude of all who work 
there. Management’s practices influ 
ence all executives, including those 
who create those practices. 
Management’s natural locale is an 
office. It may be in an office build- 
ing, at a foreman’s desk in the fac- 
tory or at an engineer’s field table 
in the open air. The final result of 
each member of management’s team 
is recorded on a piece ot paper. That 
paper represents management’s most 
important tool. Is as much time, 
thought and effort given to the de- 
sign of this paper tool as is given to 
the design of a factory tool? If it is, 
the business environment is good and 
management can sleep at night with 
the thought that its 
good habits will be perpetuated. 


comfortable 


At no other time in this century 
have management systems undergone 
such changes as are being experi- 
enced today. Business competition is 
at record intensity, which will prob- 
ably inerease, barring the unfore- 
seen. By all means keep the new pro- 
duets coming in their exciting col- 
ors and striking packages. Give em- 
ployees, dealers and customers big- 
better induee- 
Sut never, never forget that 


ger bargains and 
ments. 
the greatest asset any company can 
have is its management. And that 
management is recorded in its pa- 


perwork. 
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Case histories’ prove 
DITTO saves 


written o 
Lime saved, errors 
11 . 
Writing System 


exible 


DITTO. 


One Writing Systems 


o DITTO ] S 
purchas™® ‘ - 
Writ ine tc and 
o One {scour 
pitt ds oF ents 
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Gystem ** -oymbu! yatem 
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UNDERWOOD 
C 
ACCOUNTS sectrvance. og ORPORATION 


; MONSTRATION Fon 
[Re Ul 

we nclorwoad §2_, 

WVdd.n 


Vlachine PJ 





UNDERWOOD SUNDSTRAND ADDING MACHINE IS 


The Complete Adding Unit 


] 


\dding \I 
idd Tio}! rT 
Prepares duplicate monthly receivable statements for 


edverless hookkeeping balances pen and ink accounts re- 
eivable records simultaneously 


accounts 


Prepares duplicate bank deposit slips faster with more accuracy. 

) — ' 

Prepares emplover ivro s sta ements, in duplicate, 

id computes me pay 

the regular adding multiplvine and 

| 

aur vou should expect trom a comple l¢ addine machine, 

Ht ionstration of the 


+ 


UNDERWoop Miiiy 
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